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CHAPTER I 
INTRODUCTION 
Statement of the Problem 
The purpose of this study was to determine the 
audio-visual aids available for a unit on communication 
and to indicate how these materials may be integrated 
into a ninth-year course in introduction to business. 
were: 
Analysis of the Problem 
Subordinate problems included in the major problem 
1. To determine the audio-visual aids which are 
available for the teaching of communication 
in the high school on the ninth-grade level 
2. To make known how these aids may be integrated 
into a unit outl~e on communication in a 
course in introduction to business 
J. To state suggested uses for these audio-visual 
aids and. to include an annotated bibliography, 
denoting the cost and in some cases the size 
of each aid 
Justification of the Problem 
A brief consideration of the fundamental principles 
of learning makes evident the role of visual aids in 
education. 
Left to himself, man finds truth slowly, far too 
slowly to keep pace with the race of the years of life. 
Learning is accomplished with a labor that can easily 
prove too much for one's courage. Because of this, 
the supreme importance of the teacher's work in the 
direction of student learning can be readily appreciated. 
The teacher has much more to do than merely jog 
the memory of his students. Life is not begun with 
an equipment of knowledge, but rather with a blank 
sheet on which one writes the truth that is gained 
either by discovery or instruction. The pupil must 
see for himself, must know for himself, and must possess 
the truth personally, or he has not learned--he has not 
been taught. 
The teacher's work is to remove the impediments 
to a student's own seeing, to remove the things that 
would block the light. He leads the students from 
known truths into the unknown, gradually showing the 
learner the steps to be taken by his contrasts, his 
examples, his similarities, his illustrations, hoping 
that the learning mind will follow the steps and come 
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to the truth. He brings the material for knowing to 
the mind of his student, lays the material out in order, 
removes the impediments to knowing, and then hopes for 
the splendid result of knowledge. 
This knowledge, or truth, exists and the human mind 
can attain truth. It must be learned in one of two ways: 
through the methods of discovery, or through the aid 
of a teacher who ministers to the pupil~ nature as a 
doctor does to a patient. The writer is concerned for 
the most part with the second method of learning 
mentioned. Thus, it is necessary to determine the most 
effective method of presentation, as truth should be 
presented in the best possible way. 
The personality of the teacher will undoubtedly 
be one of the greatest factors in the attainment of 
truth. In addition to this, and to the student's 
environment, Thomas Aquinas, 1 thirteenth century 
philosopher, stresses the significance of sense 
experience in the learning process. 
But Ln the present state of life, 
whatever we understand, we know by com-
parison to sensible things. Consequently, 
it is not possible for our intellect to 
form a perfect judgment, while the senses 
are suspended, through which sensible 
things are known to us. 
1Aquinas, Thomas, Summa Theologica, Lathielleux, 
Paris, 1886, p. 4)8. 
J 
Since the senses play such an important part in 
the learning process, it is up to educators to capitalize 
on the means at their disposal in order to capture the 
interest of the student. Once interest, a primary 
factor of learning, has been harnessed, there will be 
attention, and the result will be learning. One very 
effective means of gaining student interest through the 
media of the senses is by means of audio-visual aids. 
Educators are conscious of the utility of 
supplementary aids in the role of present-day education. 
This is substantiated by the great number of biblio-
graphies and audio-visual aid materials which are 
available. It is also evidenced by the gradually 
increasing number of graduate students who select 
audio-visual aids as a subject area for their thesis 
topics. 
Audio-visual aids serve to vivify, enrich, and 
clarify the abstract, and the majority of pupils on 
the secondary level are not interested in the abstract 
as such. Through careful selection and intelligent 
use of these aids, the student can comprehend the 
topics under discussion when presented in a clear, 
concise, meaningful way. Because of this, students 
can learn better with visual aids and in a shorter 
time. Learning will be retained over a longer period 
due to the fact that more than one of the senses has 
been used in the subject presentation. 
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Educators must bear in mind that they are 
bargaining in a highly competitive market for student 
attention. Television and sports, for example, are 
very time consuming for the average All-American high 
school student. But recreation should not supersede 
learning; and it is up to teachers, to a very large 
extent, to see that it does not. As audio-visual aids 
can contribute in a large measure to the learning 
process, it is expedient that they be used. 
Through the use of these aids, the teacher brings 
in the opinion of the experts who have produced these 
aids. In this atomic age, textbooks or parts of 
textbooks are soon outmoded, especially with respect 
to applications to modern life, scientific discoveries, 
and new interests. Supplementary materials develop a 
more complete picture of the subject under discussion. 
Perhaps the main problem of the business teacher 
1n the use of audio-visual aids is the selection of 
the best aids and the determination of their uses in 
the cla~sroom. After this is done, the teacher must 
integrate them into her unit outlines for each of the 
business subjects. 
E. Dana Gibson verifies this in a statement 
reg~rding the use of visual aids in a classroom. 
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Probably the greatest need at the 
present time is for someone to correlate, 
integrate, and assemble the available aids, 
so that business teachers can use them at 
the proper time, in the_proper manner, and. 
in the proper classroom.~ 
Few teachers have the time to make an adequate 
study of the multitude of audio-visual aids at their 
disposal. Therefore, they often neglect this golden 
·-
opportunity of modern education. Research students 
can greatly aid the overburdened teacher by formulating 
unit outlines on particular areas, and integrating 
-· 
meaningful audio-visual aids into these outlines. 
The aim of this study is to integrate representative 
audio-visual aids into a unit outline on communication 
according to the outline set down 1n the New York State 
Syllabus in Introduction to Business. A review of the 
aids together with their approximate cost and 
recommendations for use are also included. 
Delimitation of the Problem 
The writer has limited this project to educational 
materials that deal with communication. 
1Gibson, E. Dana, "Audio-Visual Business Education," 
The Business Education World, Vol. 25, September, 1944, 
- . 
p. 22. 
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The writer has further limited the study to 
field trips, films, filmstrips, models, pamphlets, 
and pictures. 
The list of aids in this study is by no means 
complete, but represents only selected materials 
from the various concerns that were contacted. 
This study was not concerned with formulating 
individual lesson plans. Its purpose was to gather 
a number of audio-visual materials that could be 
used to enrich the content of a unit on communication 
in a course in introduction to business on the ninth-
grade level. 
Organization of Chapters 
.. 
The problem is stated and analyzed in Chapter I. 
In Chapter II, the writer presents a review of related 
literature on the problem. The methods of procedure 
used in this study are set down in Chapter III. 
Chapter IV lists the objectives and contents of the 
course in introduction to business. The scope of the 
unit on communication is given in outline form, and 
the suggested audio-visual aids for use with each 
topic is presented in Chapter v. The approximate cost, 
description or review, and in some cases the size of 
each aid is given. Comments and recommendations 
appear in Chapter VI. In the Appendix the reader will 
7 
find the complete address of each source contributing 
to the study. The letters written by the writer to the 
many agencies are also included. 
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CHAPTER II 
REVIEW OF RELATED LITERATURE 
In this study the writer has made an ~vestigation 
of educational literature to discover the current 
thinking on the use of visual aids as they pertain to 
the teaching of communication. Included ~ the related 
literature section are books and research studies 
written on the subject of audio-visual education as 
used in the teaching of communication. 
The writer. believes that the study of communication 
is of the utmost importance in a course in introduction 
.. 
to business ~ the high school. It is of general 
interest to know how this course finally found its way 
into the high school curriculum. 
-· 
Frederick G. Nichols, receives the credit, in 
general, for first establishing the course. Following 
his survey on junior business occupations in 1919, in 
which it was learned that young people under sixteen 
or seventeen years of age were not generally securing 
bookkeeping and stenographic positions, he realized the 
need for a junior vocational course to take care of 
-
those youngsters. Although several courses of this 
nature were offered before Nichols published a book on 
the subject and embarked on his program of selling the 
idea, he was the one to give the movement impetus. 
The clerical vocational training he then advocated 
successfully met the objectives and filled the need of 
those early years from 1919 to 1928. But with the 
changing times came the necessity for revising the 
course, removing more and more of the vocationa~ and 
inserting more of the general content. 
The second phase of this subject's evolution 
involved the attempt to make it a junior high school 
survey course, to ~elude within its scope brief 
introductions to many high school business courses. 
While the major objective--obviously guidance--was 
noteworthy, the method was quite unsatisfactory. About 
the year 1930, the . course as it is known today began to 
develop. 
The content, in general, is readily adaptable to 
the needs of ninth-grade students. It remains for the 
teacher to be enthusiastic enough to determine the 
needs of a group and to adjust the subject matter to 
meet their needs. The subject matter content found 
in most modern textbooks in introduction to business 
can be considered under four major topics: (1) General 
business information, (2) Communication, (J) Record 
keeping, (4) Occupational material. 
A perusal of the many introduction to business 
textbooks used today also indicate that modern educators 
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are fully aware of the importance of teaching communica-
tion, and its contribution to intelligent economic 
citizenship. 
In fact, one of the main objectives of a current 
textbookl in introduction to business is: •Appreciating 
the significance of modern means of communication in 
everyday life and understanding how to use communication 
services properly.• 
Another valuable textboo~on the same subject 
names as a principal objective, •To prepare boys and 
girls for a better economic life by presenting the tools 
of personal living." 
Science has made rapid and giant strides in the 
past decades 1n the development of the means of 
communication. Students, then have a right to be 
familiar not only with these means of communication, 
but with the best means in a particular situation. 
Thus, another current textbook in treating of the 
improvements in methods of communication contained 
in the body of the textbook, states in its foreword: 
lcrabbe, Ernest a·. e.nd Salsgiver, Paul L·. ·, 
General Business, South!'"r!estern Publishing Company, 
C1nc1nnat1, 1951, P• 1v. 
2Pol1shook, William M -~; Beighey, Clyde; and 
Wheland, Howard E., Elemgnts ~General Business, Ginn 
and Company, New York, 1945, p. v. 
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The dial phone, the conference call, 
and now the new mobile telephone service 
receive attention as improvements in 
telephone usage and service. Innovations 
in the. telegraph service, facsimile communi-
cation, autographic telegrams and multiple 
messages arf discussed as improvements in 
this field. 
If so much progress has been made in the field 
of science on the subject of communication, the 
presentation and teaching of the unit in the classroom 
must also be brought up to date. Teaching can be 
improved through the intelligent efforts of teachers 
who are not satisfied with the results of their 
teaching; yet, who have in mind the ideal toward which 
they should work. 
One of the most beneficial and interesting 
approaches to this subject is reached through the 
media of selective audio-visual aids. 
Charles F. Hoban2 gives the following as a 
definition of visual aids: 
A visual aid is any picture, model, 
object or device which provides concrete 
visual experience to the learner for the 
purpose of (1) introducing, building up, 
enriching or clarifying abstract concepts; 
(2) developing desirable attitudes and 
(3) stimulating further activity on the 
part of the learner. 
lReed, Clinton A. and Morgan, James v., 
rntroduction ~ Business, Allyn and Bacon, New York, 
1948, p. iii. 
2Hoban, Charles F. and Hoban, Charles F. Jr., 
and Zisman, Samuel B., Visualizing the Curriculum, 
The Cordon Company, New York, 1937, P• 9. 
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The above definition is the one the writer con-
-· 
siders most apropos to this study. 
Francis w. Noel1 emphasizes the effectiveness of 
the use of audio-visual aids by stating that they have 
proved their worth on the field of battle where "know-
how" means survival. 
Good instruction is the foundation 
of any educational program. Audio-visual 
aids . are a component part of that founda-
tion. Audio-visual aids are no longer 
regarded as a fad; their effectiveness has 
been proven in the cauldron of battle action 
where "know-how" means survival. 
Classroom instruction will become more meaningful 
and the students• learning will be more permanent 
through the use of aids, according to McKown and 
Roberts -. 2 
Audio-visual aids wisely selected 
and intelligently used arouse and develop 
intense and beneficial interest and so 
motivate the pupil's learning. And 
properly motivated learning means improved 
attitudes, permanency of impressions, 
enriched experience, and ultimately more 
wholesome living. 
According to the research report completed by 
.. 
Sister M. Anne Joseph, John w. Studebaker, former 
United States Commissioner of Education, described the 
major role which visual aids played in wartime education: 
lNoel, Francis W., "The Navy Turns to Training . 
Aids," The School Executive, LXIII, _ (April, 1944}, P• 45. 
2McKown, Harry C-., and Roberts, Alvin B., Audio-
visual Aids to rnstruction, McGraw Hill Book Company, 
Inc., New York, 1940, p. 26. 
1.3 
Their use in schools, industrial plants_, 
and the armed forces has speeded up training, _ 
improved instruction, and increased production. 
Of equal importance is the value of these aids 
in American peacetime education. They1have a permanent place 1n American education. 
Visual aids and materials have been available in 
--
one form or another as aids to instruction for centuries. 
Did not Christ, in His endeavor to save from death by 
stoning the woman who was taken in adultery, stoop down 
and write in the sand? His words are not recorded, but 
their effectiveness is related in the gospel2 account 
which says: "They went out one by one beginning with 
-· 
the eldest." 
And again, when the Pharisees were trying to ensnare 
Jesus 1n His speech, they sent their disciples to Him 
--
to ask Him if it were lawful to give tribute to Caesar. 
And Jesus, according to the gospel account-,3 asked them 
for the coin of the tribute, following the action with 
the memorable words: 0 Whose image and inscription is this?" 
They say to Him: "Caesar's." Then He saith to them: 
"Render therefore to Caesar the things that are Caesar's; 
--
and to God, the things that are God's." 
lAs quoted in Beyer, Sister Anne Joseph, "A ~ ~ 
~ Integration __ .Q.t Audio~ Visual ,Aids _ into Specific Units 
~ -~ Consumer . Ecgnomic Course," Unpublished Master's 
Thesis, Boston University, 1953, P• 3. 
2John, ~~ .. Testament, Catholic Book Publishing 
Company, New York, New York, 1949, Chapter VIII, v. 9, P• 257. 
3Matthew, illS.~, Chapter XXII-, v. 20-21, p-. 69-. 
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Many other references of the utility of teaching 
through the media of aids could be given from the first 
.. 
century down to the twentieth. It is of interest to 
mention the regard that the Army and Navy had for audio-
visual aids during World War II. 
Faced with the urgent necessity of training millions 
of men in multitudinous technical skills and of maintaining 
their morale under the dire stress of war by touching both 
their emotions and their understandings, the war-time Army 
and Navy resorted to an unprecendented development in the 
-
use of visual and auditory aids in myriad forms. The 
success of such a program is well-known. 
The writer mentions the results of only one of the 
-
many surveys conducted at that time. The Training Aids 
Division of the Bureau of Naval Personnel conducted a 
survey in 1945 of instructor opinions of 159 motion 
pictures and 45 filmstrips. Each instructor filled 1n a 
questionnaire on each film and filmstrip with which he was 
familiar. Unfortunately, , the number of participating 
instructors was not included in the report. However, their 
viewpoints are interesting and, therefore, included here. 
Instructor opinions concerning the general effective-
ness and appropriate use of films and filmstrips may be 
summarized as follows: 
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1. Navy instructors think training films 
constitute an effective part of the 
training program. 
2. Motion pictures are considered more 
valuable in training than filmstrips 
in the specific instructional units 
under consideration. 
3. Training_ films are reasonably well-
adapted to the curriculum in_ which 
they are being used. 
4. Films can be successfully used to 
present highly technical subjects_in 
a clear and understandable manner. 
5. Navy instructors believe that men 
learn more, remember longer, and show 
more interest in learning when 
training films are used than when _ 
more traditional methods are employed. 
--
6. Films tend to standardize training, 
shorten training time, and_ make 
instruction more practical. 
7. Instructors generally think the present 
length of training films is satisfactory 
but more think they should be longer 
than think they should be shorter. 
8. Instructors think that slightly more 
humor, drama, and combat scenes should __ 
be included in both films and filmstrips. 1 
With the conclusion of World War II, the Commission 
on Implications of Armed Services Educational Programs was 
given the responsibility to explore visual aids with a 
view to their adaptability to the American educational 
--
system in time of peace. 
lAs quoted in Aud.io-Yisual , Aids ,_,m ~Armed .. Services, 
Miles, John R., and Spain, Charles R., American Council 
on Education, Washington, D. c., 1947, PP• 73-74. 
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The Commission's findings were as follows: 
--
1. Multi-sensory instructional materials 
should be used extensively at all levels 
of education. 
2. Effective use of newer types of 
instructional materials should be 
based on systematic and careful 
studies by educational groups of 
the functions of such materials on 
learning. 
J. Multi-sensory instructional materials 
should be conceived as aids rather 
than as _ self-contained teaching 
devices. 
4. Improvement of the instruction through 
the use of a variety of instructional 
materials can be effected by local 
ingenuity and initiative. 
-· 5. Multi-sensory instructional materials 
should be employed in general education 
as well as technical and vocational 
training. 
6. Multi-sensory materials afford an 
effective means for extension of 
vicarious learning. 
7. Effective utilization of audio-visual 
materials necessitates both pre-service 
and in-service education 1n the use of 
such aids. 
-· 8. Multi-sensory instructional materials 
afford a means of capitalizing upon 
individual differences • 
.. 
9. Local, regional and national surveys 
are needed periodically to determine 
current uses of available teaching 
aids, needs for new aids, and methods 
of facilitating production .. and 
distribution of these aids. 
10. Distribution of films should be 
decentralized to assure more adequate 
utilization. 
11. The variety of types of and uses of 
military training aids and the 
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evidence of their effectiveness suggest 
the need for civilian educators to 
explore the uses of such materials for1 both new and old educational purposes. 
In developing the use of audio-visual materials the 
.. 
teacher must begin where he is, make better use of what he 
.. 
has, and add what he needs as soon as he can. 
Audio-visual materials are not something separate 
from other materials of instruction, but a necessary part 
... 
of the teacher's repertoire. These materials must fit 
into the curricUlum and be adapted to the needs of the 
.. 
students. Aids are basic to teaching on all levels of 
.. 
education. 
In initiating or expanding the use of audio-visual 
materials, the teacher need not repeat the mistakes of 
poor teaching that have sometimes accompanied such use 
-· 
in the past. The purpose of such aids is to make teaching 
- -· 
more effective, not easier. 
The immediate task of school teachers and school 
administrators is not to justify the use of visual materials 
in school, but to catch up with the progress of other 
social institutions in the use of materials which have long 
-· 
since been justified by experiment and experience. 
Although audio-visual materials make teaching more 
expensive, the effective learning which is accomplished 
through their proper use far outweigh the amount of money 
-· 
consumed on their purchase or rental·. 
1 - - -~., PP• 77-93. 
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Audio-visual aids may be classified into the following 
categories: 
1. direct experience 
2. vicarious experience via audio-visual materials 
3. vicarious experience via words 
As direct experience refers to one's own experience, 
the following aids could be mentioned 1n that rank: 
1. interviews 
2. visits, or field trips 
3. surveys 
--
4. project 
5. work experience 
Vicarious experience via audio-visual materials has 
.. 
to do with indirect experience, therefore, the following 
aids could be included under vicarious experience: 
1. maps 
2. charts 
-· 
3. graphs 
--
4. specimens 
s. pictures 
6. models 
7· slides 
- · 
8. filmstrips 
9. motion pictures 
10. recordings 
11. television · 
-· 
12. blackboard 
Vicarious experience via words could ~elude such 
aids as: 
1. speech 
2. writing 
-
J. printed matter 
4. formulae 
Audio-visual materials are intended to be used as 
helps to the learning process, which is a related whole, 
arrived at through a step-by-step process. The complex 
-is understood through its relation to the simple. There-
f ore, direct and vicarious experiences pave the way for 
.. 
the abstract. 
For these reasons, the writer in this study selected 
representative types of aids which were integrated into a 
-
unit on communication in introduction to business. Those 
chosen were as follows: pamphlets, field trips, films, 
-
filmstrips, models, and pictures. A description of each 
will help the reader to understand what is meant by 
these aids. 
Pamnblets: These are small books ranging from six 
.. 
pages through approximately fifty pages. Pamphlets are 
-
an excellent media for adyertising. Usually the material 
contained therein is succinct, and only the highlights of 
the subject are treated. 
Field Trips: Students are given an opportunity to 
visit business offices or factories where they may contact 
-
those on the job. Whether the trip has been conducted for 
20 
the purpose of a tour, a demonstration, or an interview, 
-
valuable experience is gained by the students. Such visits 
stimulate an interest in classwork and make for cooperative 
"' 
relations between business and school. 
Mae Stephensl points out in a summary of the advantages 
derived from the field trips taken by her class 1n basic 
business: 
1. It increased interest in classwork and 
in community growth. 
-·· 
2. Students learned the place of local .. 
industries in the local and world market. 
). Students gained self-confidence and 
poise through interviewing. 
.. 
4. Students know_more about working conditions, 
opportunities, and wages in the community. 
5. It made job interviews easier for the 
students because they found businessmen 
friendly and interested in them. 
6. The reports that_were prepared can be used 
by other classes. 
, . 
7. Students, employers, and the teacher became 
acquainted as they worked together. 
-
8. Cooperative relations between business and 
school were established or renewed. 
Films: Charles F~ Hoban2 gives a good description 
of the function of the film in these words: 
The function of the motion picture may thus 
be defined as (a) the depiction of the continuity 
of processes and events (b) the depiction of 
observable action (c) the depiction of unob- _ 
servable action (d) the development of attitudes. 
lstephens·, Mae, ttA Project in Basic Business Education, tt 
~Balance Sheet, February, 1953, P• 257. 
2Hoban, .Q.U: ~-~ ·, p -. 98 -~ 
21 
Still pictures are effective devices for brLnging 
the world of realism to the classroom, according to 
Francis J~ Trunt:1 
When a series of still pictures, each 
just a bit different from the one preceding 
it, are flashed before the eye, the pictures 
seem to have acquired the quality of motion. 
These pictures are changed so rapidly and 
smoothly that motion seems to be an inherent 
quality. The individual is not aware that 
he is really looking at still pictures. 
Films are available in two standard widths: 16 
millimeter and 35 millimeter. On the 16 millimeter 
400 foot classroom film, there are approximately 16,000 
pictures or frames. These pass through the projector 
at the rate of 16 frames per second in the silent and 
24 frames per second in the sound machine. 
Filmstrips: In his article on classroom projection 
techniques, Francis Trunt2 describes the filmstrip as 
follows: 
The discussional filmstrip is a con-
tinuous strip of film consisting of 
individual frames or pictures arranged 
in sequence, usually with explanatory 
titles. Each strip contains from twenty-
five to one hundred pictures or more with 
suitable copy. 
The pictures are arranged in frames three-fourths 
inch by one inch. The length varies with the subject 
lTrunt, Francis, "Classroom Projection Techniques," 
The A!nerican Business Education .Yearbook~ New York 
University, New York, 1953, Vol. X, p. 190. 
2Ibid., P• 198. 
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matter. Usually 50 to 75 pictures can be photographed 
on six feet of film, which is about the size of a spool 
of thread. 
Models: Models are miniature representations of 
things. Models and exhibits can become an effective 
medium for teaching the steps or procedures in do~ 
a job or for giving information about some subject, 
according to William B-. Logan.1 "Exhibits and. displays 
are three-dimensional, and therefore, offer the teacher 
a greater opportunity for showmanship than through the 
.. 
use of other nonprojection techniques." 
Pictures: Pictures are used to communicate ideas 
which can be translated intelligibly, according to 
William B~ Logan. 2 "Pictures and photographs are visual 
aids, which enable students to grasp facts and correla-
tions more quickly ·tt • • • In reading a picture, students 
begin with the center of interest. He continues to say, 
Their eyes _rove about the picture in 
short fixations. Therefore, the center of 
interest should be larger than minor details. 
The fixations are longer; there is more 
reflection. The directions given to pupils 
have much to do with the ultimate .. interpreta-
tion or perception of the picture. Color 
fails to have a marked effect on learning. 
lLogan, William B., "Non-Projection Techniques, •• 
~ American Bus1ness Education Ye~pbook, New York 
University, New York, 195.3, Vol. X, p. 208. 
2~-.' p. 223. 
2.3 
A knowledge of the description of the aids, or even 
the aids themselves, are not sufficient to insure their 
intelligent use. The teacher must keep his objectives 
in view at all times. When planning to use audio-visual 
aids, many questions come into the mind of the user, for 
example: (1) what is the major purpose of the visual 
aid, (2) will the aid increase the interest of the pupils 
1n the topic under discussion, (3) will the aid contribute 
to the learning process, (4) what simulated experiences 
will be provided for the pupils, and (5) what factual 
information will it contribute. 
Once the teacher has selected an aid which measures 
up to his objectives, he can then proceed to prepare the 
aid for use. The following steps are necessary in order -
to derive the most benefit from the use of audio-visual 
materials: 
1. Preview the aid. 
-2. Make use of all the suggestions accompanying it. 
). Follow the use of the aid with a class discussion. 
4. Check effectiveness of the aid by means of a test, 
a check list, or discussion questions. 
Upon securing the results of the test, the teacher 
will be able to judge if the goal for which the aid was 
used has been reached. If not, he may deem it worth 
while to re-use the aid, or to procure a different one, 
or perhaps encourage more class discussion on the subject. 
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Aids are gaining increasing importance in educational 
circles as the standards of quality are raised. They 
are efficient tools in the hands of a good teacher, but 
they have their obvious limitations. Again, there must 
be a tangible, meaningful outcome for the use of any 
visual aid, or it is a mere waste of time. 
The writer bases this study on the assumption that 
the incorporation of audio-visual aids into the teaching 
of communication requires a well-organized plan. It 
is not the quantity of aids that improve the learning 
process, but the prudent choice of one or two aids for 
each topic under consideration. 
The writer has attempted to locate, assemble, and 
evaluate many selected aids as a means of integrating 
visual aids into a unit on communication in introduction 
to business. 
Chapter III shows the procedures that were followed 
to complete this study. 
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CHAPTER III 
PROCEDURES 
Procedures used in this study were as follows: 
-- -
1. The writer consulted books, pamphlets, magazines, 
bibliographies, and visual aid catalogs for 
addresses of companies which were thought to 
have audio-visual aids on communicat i on for 
classroom use. 
2. A letter was written to these companies 
requesting audio-visual aids on the topics 
mentioned. 
3. As the aids were received, the writer analyzed 
each one for appropriate content, illustrations, 
advertising, interest level, and accuracy of 
information. 
4. An excellent, good, fair, or poor rating was 
given each aid. The above procedure was used 
--
as a basis for the rating. 
5. The aids receiving a fair and poor rating were 
discarded from this study. 
6. Materials which were rated excellent and good 
were indexed according to the type of aid. 
7-
8. 
The unit outline on communication in the New 
York State Syllabus in Introduction to Business 
was used as a guide for the incorporation of 
the aids into this study. 
Brief descriptions together with the approximate 
cost and size of each were integrated into the 
unit outline according to the classification of 
the aids. 
9. A suggestion was given that the aid be incorporated 
into a particular phase of the unit, namely, the 
-· introduction, development, or review of the unit. 
The objectives and content of the course in 
introduction to business are given in Chapter IV. 
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CHAPTER IV 
OBJECTIVES AND CONTENT OF 
THE COURSE IN 
INTRODUCTION TO BUSINESS 
The Introduction to Business Syllabus, as set up 
by the Education Department of the State of New York, 
is constructed to meet the needs of ninth-grade students. 
The syllabusl stresses the close relationship which 
exists between business and everyday life. It is 
designed, 
First, for all those who desire a basic 
course in business; second, those who expect 
to continue to study in the business depart-
ment of the secondary school; and third, those 
who are unable to continue their school 
attendance beyond the ninth year. 
A committee of six was appointed to formulate an 
Introduction to Business Syllabus for the State of New 
York. Among the committee members were Clinton A. Reed, 
and v. James Morgan, co-authors of the text, Introduction 
~ Business, published by Allyn and Bacon in 1948. 
The members of the committee listed the following 
objectives for the course: 
!Ballantine, H. P., et. al., Introduction !Q Business 
(Reprint of Syllabus issued in 1931,) The University of 
The State of New York Press, Albany, 1949, P• 6. 
1. To develop an appreciation of the functions 
of modern business and the interrelations 
between it and the world in which we live 
so that the pupil may better understand 
his own relations with business regardless 
of his present or future life activities 
2. To serve as a basic course for the study 
of business · · 
3. T0 develop proper attitudes, appreciations, 
habits and knowledges 'through materials 
in themselves worth while' 
4. To prepare pupils who must leave school 
to enter business before completing their 
high school course, for work within the 
range of their capacities and abilities 
5. To serve as a means1of educational and vocational guidance 
The syllabus2 specifically states that, flThe major 
aim of the course is to develop a realization that 
business and . successful living are closely allied.fl 
Students should comprehend the fact that good management 
of business affairs is very similar to the prudent 
management of one's personal concerns, whether these 
relate to the home, the school, or the community. 
These goals become tangible through studying the 
thirteen topics comprising the introduction to business 
course, as listed in the state syllabus. Each area of 
work, together with its aim and content, is listed below. 
1 -~., p. 12. 
2ill,g.., p. 6. 
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I. Meaning .Qf. Businesal 
Aim: To develop an understanding of the 
meaning of business and an appreciation of 
the part it plays in the life of the 
individual in the home, school, and community 
A. Human Wants in Modern Civilization 
B. Agencies Satisfying Human Wants 
c. Definition of Business 
D. Interdependence of Business Agencies 
E. Classification of Business Agencies 
II. Communication 
Aim: To study communication services so that 
one may appreciate their function in modern 
life and to learn to use properly the facilities 
for communication that may be found in the 
school, home, and community 
A. Historical Development 
B. Types of Communication Facilities 
c. The Mail 
D. The Telephone 
E. The Telegraph 
F. Radio and ~ireless Service 
G. Newspaper 
-· 
H. Cable Service 
I. Books, Magazines, et cetera 
1 . . 
~., pp. 13-85. 
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III. Recording ~ Filing 
Aim: To acquire a knowledge of the purpose 
of record keeping and of the methods and 
systems of filing, and to develop some skill 
in the arrangement of records which will 
preserve them for reference 
A. Historical Development 
B. Value and Purpose 
c. Essentials of Efficient Records 
D. Common Records 1n the School 
E. The Filing of Records 
IV. Thrift, Sayings, Inyestment, rnsuranc~ 
Aim: To teach that thrift is merely an 
intelligent way to handle one's time, energy, 
and material resources; and to indicate the 
fundamental principles of investment and 
insurance 
A. Progress--The Result of Thrift 
B. Individual Progress--The Result of 
Labor and Good Management 
c. Sav1ngs 
D. Investments 
E. Insurance 
v. ~ Seryices 
Aim: To give the pupil information concerning 
banking facilities which will be of value to 
him as an individual user of these services 
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and which will enable him to gain some under-
standing of the function of banks in our 
modern economic life. 
A. History of Banking 
B. School Use of Banks 
c. Home Use of Banks 
D. Merchant's Use of Banks 
E. Various Kinds of Banks (Optional) 
F. Federal Reserve System 
VI. Travel Information ,~ Facilities 
Aim: To give the pupil travel information 
which will enable him to make use of trans~ 
portation facilities as well as give him an 
appreciation of the part rapid transportation 
has had in developing our modern civilization 
A. The Automobile 
B. The Electric Railway 
c. Railroads 
D. Air Travel 
E. Travel by Water 
F. Travel Tours 
G. Auxiliary Agencies 
VII. Orggnization_for . Mauagement 
Aim: To show the similarity between the 
business functions performed in the home, 
the school and the communi ty; and to 
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VIII. 
indicate how organization has increased 
the efficiency of these functions 
A. In the Home 
B. In the School 
c. In the Small Business 
Purchasing 
Aim: To study the procedure and basic 
principles of intelligent buying, such as 
efficient ordering, careful verification of 
incoming goods and systematic storage 
-· 
A. Ordering 
B. Receiving 
c. Storing 
IX. Selling 
Aim: To study the procedure and basic 
principles of selling, together with its 
- .. 
correlated functions, advertising, billing, 
and shipping 
A. Selling 
B. Advertising 
C. Billing 
D. Shipping 
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X. Methods Q! Payment 
Aim: To teach the various methods of 
payment common in business and the essential 
records; and to give the pupils information 
which will enable them to choose wisely 
among the various methods 
A. Cash Payments 
B. Use of Credit 
XI. Personnel 
Aim: To enable the pupil to understand 
that successful employment depends upon 
the applicant's abi lity to meet the various 
standards established by business 
A. Necessity for Employees 
B. Problem of Selection 
c. Personnel Departments 
D. Employee Records 
-· 
E. Securing a Position 
XII. Types Qf Business Ownership 
Aim: To provide a knowledge of the different 
types of ownership and their respective 
advantages and disadvantages 
-· A. Single Proprietorship 
B • Partnership 
.. 
c. Corporation 
D. Chain Store 
E. Government 
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XIII. Guidance--Educational ~ Vocational 
Aim: To acquaint the pupil with the nature 
and objectives of the commercial curriculums 
offered in his school so that he may elect 
courses wisely in view of his own aptitudes 
and abilities 
A. Commercial Department Curriculums 
In this project, the writer has integrated audio-
visual aids into the second part of the above course of 
study, namely, CommUnication. This subject is treated 
in Chapter v. 
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CHAPTER V 
INTEGRATION OF PROPOSED AUDIO-VISUAL AIDS 
INTO A UNIT OUTLINE ON COMMUNICATION 
There are many important methods of communication 
that might be studied. Some of these methods are used 
chiefly for commercial purposes, for example, radio and 
television broadcasting. The average person does not 
use radio or television to send messages to others. 
Therefore, they have not been dwelt upon to any great 
extent in this project. 
On the other hand, the telephone, the telegraph, 
and the business letter are commonly used for personal 
and business communication purposes. For this reason, 
the unit here presented stresses the effective use of 
the telephone and telegraph services, and also the 
business letter. 
Through studying this unit, pupils should obtain 
an appreciation of the significance of these forms of 
communication in the conduct of business and acquire 
the ability to use these methods of communication 
efficiently. 
Accordi ng to Crabbe and Salsgiver,l the following 
pupil learning outcomes should be achieved .by those 
studying this unit: 
1. An appreciation of the effect of modern 
. means of communication upon community 
living 
2. The ability to use telephone and telegraph 
services effectively in communicating with 
others 
3. The ability to write a simple business 
letter in acceptable form 
4. The ability to prepare a business letter 
for mailing 
The writer would like to add a fifth pupil outcome: 
5. The development of a discriminating attitude 
toward the use of the following communication services: 
radio, television, newspaper, books, and magazines 
Specific lesson plans have not been formulated 
because the writer believes that the personality of the 
teacher, the location of the school, current events, the 
textbook used by the students, student and teacher 
supplementary books, and the availability of teaching 
aids will best govern the preparation and presentation 
of the subject matter by the conscientious teacher. 
Each aid was studied and evaluated on the basis of 
appropriate content, illustrations, interest level, 
- -
advert i sing, good photography, and accuracy of information. 
1 . -Crabbe, Ernest H., and Salsgiver, Paul L., General 
Business Materials ~ .. Methods, Sixth Edition, South-
Western Publishing Company, Cincinnati, 1952, p. 11. 
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They were classified into introductory, general use, 
or review materials. 
Aids that could be used as motivating devices were 
considered to be introductory materials, and also, those 
that gave a general overview of the unit were entered 
under this class. General use materials included those 
aids which could be used to best advantage during the 
development of the unit. Finally, those which contained 
or provoked questions, or which summarized the topic 
were catagorized as review materials. 
Suggestions as to the uses of the aids were given 
in order to help the teacher attain his objective. A 
suitable number and variety of aids have been selected 
so that the individual teacher may choose the one or 
ones most suited to meet his needs. 
Part I of the New York State Introduction to Business 
Syllabusl contains the historical development of communi-
cation. 
A. Early communication 
B. Evolution 
Part II of the Syllabus lists the types of communi-
cation facilities. 
A. Speech and signs 
B. Mail 
lBallantine, H. P., et. al., Introduction to Business 
(Reprint of syllabus issued in 19.31,) The. Un1versity of 
the State of New York Press, Albany, 1949, P• 15. 
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c. Telephone 
D. Telegraph 
E. Cable 
F. Radio 
G. Newspaper 
H. Books, magazines, et cetera 
The suggested aids to be incorporated into the course 
content outlined in Parts I and II of the Syllabus are as 
follows: 
A. Films: 
-· 
1. Story Ql Communication (22 minutes- sound - black 
and white - $75 sale - $4.~50 rent - Instructional 
Films) 
The early phases of communication are portrayed in 
this film. It is concerned primarily with the means of 
transmitting thoughts and messages with the conquest of 
space and time. The great improvement in the means of 
communication came with the harnessing of electrical 
energy. The film traces the story of the first telegraph 
and the first telephone. 
SUGGESTED USE: This could be considered a general use 
film. After viewing the film, the students might be 
required to trace the development of communication. 
2. Development of Communication (11 minutes - silent 
black and white - $50 sale - $2.50 rent 
Encyclopedia Britannica Films) 
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The inventions which made possible the telegraph, 
telephone, and radio are depicted on the screen. The 
social, economic, and cultural effects of these means of 
communication upQn human living are portrayed. 
SUGGESTED USE: This might be considered a general use 
film. After viewing the film, the students could be 
required to prepare a report on the influence of modern 
means of communication on our standard of living. 
J. Story Without End (20 minutes - sound - black and 
white - free loan - Local Telephone Company 
1950) 
. 
This film traces the continuous improvement in our 
means of communication from the short-distance neighborhood 
telephone of a few years ago to the present day coaxial 
cable and relay towers which send television signals 
across the country. 
Service is improved through the installation of more 
automatic equipment and the cross-bar dialing system. 
The main points discernible within the film are: 
the limitations of the early telephone, the rapid expansion 
of service because of scientific improvements, automatic 
equipment, cable laying with heavy power equipment, 
television relay towers, manual operation of the telephone 
switchboard, voice and expression of the telephone 
operators when speaking to subscribers, automatic hole 
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digger for the telephone poles, decoding machines, and 
cross-bar equipment for automatic toll dialing. 
SUGGESTED USE: This could be used as an introductory 
film. Upon completion of the viewing of the film, 
students could be asked to list in chronological order 
the steps followed in the growth and development of the 
telephone. 
4. Yesterday ~ Today (11 minutes - sound - black 
and white - $50 sale - $2.50 rent 
Encyclopedia Britannica Films - 1943) 
The history of sound recording and reproduction is 
-
traced in this film. It describes how sound is converted 
into light rays to produce sound motion pictures, and 
how the light rays go back into sound waves. The film 
shows how the two systems operate, and also, shows 
sound recording by variable area and sound recording 
by variable density. It concludes with the visualization 
of sound as it appears in both systems. 
SUGGESTED USE: This is a good introductory film in 
studying sound recording as a phase of communication. 
Students could be asked to illustrate. by diagram or 
otherwise the two processes depicted in the film. 
5. Q! ~Voices (35 minutes - sound - black and 
white - free loan - Local Telephone Company) 
The story of the growth of the telephone as it has 
contributed to the nation's progress and prosperity is 
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grippingly portrayed in the telephone career of three 
persons. 
Historical scenes in the film include World War I, 
the hectic years of the 20's, the depression, World 
War II, and finally the great postwar expansion period. 
SUGGESTED USE: This is a good introductory film and 
could be used in this phase of the unit on communication. 
Students could be asked to list three or four instances 
when the telephone definitely aided the nation's progress, 
and three or four times when it contributed to the 
prosperity of the country. 
6. ~ Voice (10 minutes - sound - black and white 
$3.00 - Encyclopedia Britannica Films) 
The mechanisms of voice production are illustrated 
by animated drawings and photography. Suggestions for 
speech and voice improvement are also included in the 
film. 
SUGGESTED USE: This could be used as a general use film. 
Students could be required to analyze their own voices 
and list ways in which it might be improved. Perhaps the 
above could be extended to group work, when not only the 
students, but the other members of the group would give 
the pupils helpful suggestions for the improvement of 
their speech. However, great care and tact would be 
necessary in carrying out this latter suggestion. 
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7. Communications Westward (30 minutes - sound 
black and white - Teaching Films - 1937) 
This film was adapted from the feature film 11Wells 
.. 
Fargo." It presents episodes in the development of the 
overland express route from Missouri to California. 
The film presents in a very dramatic fashion the 
importance of communications in the growth of our 
country. It displays the courage and foresight of 
pioneers in the development of the various systems of 
-
communication. It also gives an excellent visualized 
background for the historical period of our nation 
during the years 1845-1870. 
SUGGESTED USE: This is an excellent film for either an 
introduction or a review of the entire unit on communica-
tion. After seeing it, students could be asked to write 
a report of 100 words on any phase of communication 
-· 
covered in the film. They might also be asked to trace 
the development of communication in one of the fields 
... 
mentioned from 1860 to the present time. 
8. .Qn the All:. ( 22 minutes - sound - black and white 
free loan - Westinghouse - 1944) 
The radio brings endless hours of information and 
.. 
cheer into the homes of people all over the world. As 
.. 
shown in the film, Frank Conrad operated the first 
-
broadcasting transmitter. He sent phonographic voices 
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through the air. H. B. Davis is the Father of radio 
broadcasting. These facts are presented clearly in this 
film. 
SUGGESTED USE: This could be used as a general use film 
-· during the first two parts of the unit on communication. 
Students could be asked to try to locate a crystal set 
and to bring it into the classroom for display. 
9. Making Books (10 minutes - sound - black and white 
Encyclopedia Britannica Films - 1947 
$50 sale - $2~50 rent) 
This film traces the steps followed in the making 
--
of a book. It shows the typesetters work, the composers 
' " 
work, and how pictures are inserted. It also pictures 
-
plates being taken to the printing press, the press bed, 
.. -
the duties of the "Ready Man," and the book binding plant. 
SUGGESTED USE: This is a very good film for the intro-
duction, general use, or review of the phase of communica-
,. 
tion particularly devoted to books, or else, as is 
intended here, to give an overview of this part of 
communication. Students could be requested to make an 
outline of the steps involved in the printing of a book. 
10. Searchlight_Qn the Nations _(20 minutes- sound 
black and white - Association Films -
$65 sale - $4 rent) 
This film deals with the international exchange of 
information through modern communications such as press, 
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radio, film, and telephoto. It shows how the United 
Nations is working to break down the barriers to progress 
among nations. The general assembly of the United 
Nations is pictured. All of the equipment necessary to 
bring the news to the public quickly is included. 
SUGGESTED USE: This is an appreciation film which 
emphasizes the amount of work connected with guarding 
and using our freedom of speech and of the press. It 
could be placed anywhere in the unit. Students could be 
asked to view a United Nations telecast, and to follow 
it up by reading the newspaper articles concerning it. 
11. Expanding World Relationships (11 minutes - sound 
color - Burton Holmes Films, Inc. - $58.54 
1946) 
The development of economic and social interdependence 
from Jefferson's time to the present is traced in this 
film. It emphasizes the fact that the complexities of 
modern industrial society have enlarged the inter-
dependence of men and nations, and that inventions have 
simplified various methods of communication. It infers 
that isolation no longer exists, therefore, nations must 
work out ways of settling their difficulties peacefully. 
SUGGESTED USE: This review film could be used to develop 
an idea of the appreciation which one should have for the 
-highly developed methods of communication. Students 
could be asked to cite particular instances when in 
their own lives a particular method of communication 
has served to bring people closer together. 
12. ~ Shrinking World (10 minutes - sound - black 
and white - Young America Films - $45 
1946) 
This film depicts the ways in which transportation 
-
and communication have brought people closer together. 
In this age, one can send messages to any spot on earth 
- -
in a matter of minutes. Understanding, and friendship 
-
may be carried easily to all nations, and to all people. 
-
The telegraph, telephone, and radio are stressed. 
SUGGESTED USE: This could be a general use or a review 
.. 
film. Students might list and collect pictures and data 
-
on present forms of communication, and then compare 
their findings with less recent methods of communication. 
-B. Filmstrips: 
-1. The Story gt Communication (9 filmstrips - silent 
with captions - color - $4 eaeh - $25 set 
Eye Gate House, Inc. - 1953) 
This filmstrip series begins with the inarticulate 
sound of primitive man and develops the story of communi-
cation through the centuries. An accurate, historical 
presentation of mail and messenger service, writing, 
printing, and the use of electricity is told in an 
interesting manner. The importance of communication 
-
services as a social factor in our daily lives is stressed. 
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The titles and a review of the filmstrips appear 
below. 
A. Signs ~ Signals (18 frames) 
Early man communicated by signs and gestures. 
--
He learned to read the signs in nature. He cut the bark 
off trees to indicate paths. Since he could not read or 
write, he told his stories in pictures. 
Like early man, people today leave messages 
for the future by placing coins and news under cornerstones 
of buildings. As time went on, man's pictures carried 
messages with words. Then the picture was reduced to a 
symbol to convey the idea of an object. Our alphabet 
is the result of symbols reduced to 26 letters~ The 
Phoenicians developed an alphabet of 22 letters. Figures 
came later. The alphabet was improved by the Greeks and 
the Romans. The ancient Chinese language used a combina-
--
tion of symbols and pictures. 
The filmstrip continues with a study of 
the Indians' form of communication, such as: sign language, 
picture writing, strings of beads called wampum. 
Finally mention is made of the sign 
language employed by modern man, such as: highway markings, 
-· 
and the deaf and dumb sign language. 
There is a good review of the entire film-
strip at the end. 
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-SUGGESTED USE: This is a good introductory filmstrip. 
Pupils could follow up this filmstrip by bringing in 
pictures or facsimiles of early picture writing. Reports 
could also be given on the development of our present-
day alphabet. 
B. Speaking ~ Writing {22 frames) 
Spoken language developed in the Stone 
Age. The Egyptians used hieroglyphics as a form of 
writing . Champollion discovered the secret of hieroglyphics. 
The Sumerians developed the cuneiform type of writing. 
Today man writes in many different ways. 
SUGGESTED USE: This is a good introductory filmstrip. 
Students could do a little research on the life of 
-
Champollion, the cuneiform type form of writing, and the 
Sumerians . Oral reports might then be given. 
-
c. Paper ~ Books {22 frames) 
Paper is used for many types of printing. 
The Greeks used papyrus parchment and wax covered tables. 
The monks in the dark ages produced beautiful manuscripts. 
Guttenberg printed the first book in 1454, which was the 
Bible. Benjamin Franklin set up a printing press in 
Philadelphia. 
SUGGESTED USE: This could be used as an introductory 
. 
or a general use filmstrip. Samples of various types of 
paper might be brought in by the students and put on 
display. Students could be required to go to the library 
to look at the available manuscripts. 
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D. Messengers (21 rrames) 
Long ago messages were carried by trained 
-· 
runners. Cyrus the Great used mounted messengers. 
-· Augustus of Rome sent messages on horse and in chariots. 
Pigeons are used to carry messages. Dogs carried 
-· 
messages during the World War. 
SUGGESTED USE: This is a general use filmstrip. Some 
students might write a written report on how pigeons 
are trained to carry messages. Others could do a 
similar report on dogs. 
E. Mail Goes Through (23 frames) 
In the early days, mail was carried by 
runners and post riders. The use of stamps in 1847 
opened the mail to all desiring to use this form of 
service. 
Franklin was an early postmaster general. 
He opened post offices in all of the colonies. Today 
mail is carried quickly by boat, train, and airplane. 
SUGGESTED USE: This is a good introductory or general 
use filmstrip. Students interested in stamp collecting 
might try to locate and bring to class stamps used in 
... 
the 1800's. Students could be required to trace the 
route of a letter leaving Maine and going to Califo~~ia 
by means of boat, train, and airplane. The length of 
-· 
time involved in each case might be calculated. 
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F. Communication ~ Sound (23 frames) 
The various methods of communication by 
sound are presented, namely, the whistle, bell; alarm 
clock, and drum. A review is given at the end of the 
filmstrip. 
-· SUGGESTED USE: This could be a review filmstrip. 
Pupils might be asked to interpret the meaning of certain 
sounds with which they are familiar, such as, factory 
-
whistles, fire alarm, and the school bell. 
G. Communication ~ Sight (23 frames) 
Victories signaled by fires, lighthouses, 
fire and smoke signals used by the Indians, heliograph, 
' " . ~· 
blazing arrows, blinker lights, periscopes, flags, 
searchlights, and colored traffic lights are all stressed 
in this filmstrip. 
SUGGESTED USE: This is a general use filmstrip with a 
review at the end. Boy Scouts might be asked to bring 
in their flags to send messages from one group of scouts 
-· 
to another by means of the semaphore. Students who are 
not yet familiar with the Morse code could be introduced 
to it. 
H. Communication . ~ Electricity (23 frames) 
Today most of the wires are underground. 
Morse learned to use electricity as a means of comrnunica-
-
tion. The telegraph, telephone, and Atlantic cable are 
stressed~ Teletypewriters and wireless telephotography 
are also mentioned. 
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SUGGESTED USE: This could be used as a general use film-
strip. Students might report on the system of dots and 
dashes developed by Morse, or the many unsuccessful 
attempts made to lay the Atlantic cable before it was 
-· 
successfully completed. 
I. Modern_Means . .Q!. .Communication (23 frames) 
The following modern means of communica-
tion appear in this filmstrip: camera, phonograph, 
dictaphone, motion picture, newsreel, slow motion pictures, 
radio, wireless radio, radio beams, photograms, television, 
end radar. There is a review at the end. 
SUGGESTED USE: This would be a good review filmstrip. 
Students might pick out a particular phase of modern 
communication and give an oral or written report on it. 
2. History £! Communication (48 frames - silent with 
captions - black and white - $3.50 - 1946 
Young America Films, Inc.) 
This is an excellent filmstrip. It describes man's 
progress 1n communication from early sign language through 
modern developments in radio and television. It contains 
references to the following forms of communication: 
hieroglyphics, pictures used by the Chinese, tom-toms, 
sun mirrors, smoke signals, printing, telegraph, telephone, 
radio, and television. There is an excellent review at 
the end. 
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SUGGESTED USE: This review filmstrip is an excellent 
follow up for the film, "Our Shrinking World." Students 
might be required to list three contributions which 
each phase of communication mentioned chronologically 
from printing through television have c:ontributed to 
our civilization. 
3. Taking. Notes ln Class (29 frames - silent with 
captions - black and white - $3.50 - 1952 
Jam Handy) 
This thorough filmstrip gives many practical hel,ps 
for note taking. Some of these hints include the 
following suggestions: 
.. 
1. Do not take down everything that is said. 
2. Listen to what is said, think about it, put it 
into a few words. Write them down. 
3. Do not be too brief or one might not be able 
.. 
to understand the notes. 
4. Review the notes at home. 
SUGGESTED USE: This filmstrip would be very good as an 
introductory aid to the entire unit on communication. 
Students could be encouraged to study and develop this 
unit in accordance with the directions given in this 
filmstrip. 
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c. Pamphlets: 
1. Communication (The rnstructor series of Illustrated 
Units, No. 2 - 50 cents} 
This unit provides background material, four full 
pages of picture~ and a suggested teaching plan. The 
text is built around proper points of emphasis for the 
upper grades. Suitable pictures to increase comprehension, 
materials to meet the grade level, and teaching procedures 
are all included. 
It also contains ••key" pictures for the bulletin 
board which may be used to motivate students. A sheet 
of enameled paper 39 inches by 12 3/4 inches contains 
25 excellent pictures to show or to cut out. 
SUGGESTED USE: This could be used as an introductory 
aid. The splendid pictures might be put on the bulletin 
board prior to the first day's class on communication. 
Lesson plans and activities to be used with this aid 
-
are included with its purchase. 
2. Pioneering in Communication by Reuben s. Heppes 
(#406 - Charles E. Merrill Co. - 32 pages 
20 cents} 
The following phases of communication are discussed 
in this pamphlet: postal service, postage stamps; pony 
express and air mail; newspaper pioneers and modern 
printing; the telegraph, cable, telephone, radio, tele-
vision, and radiotelephone. 
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SUGGESTED USE: This might be considered a general use 
pamphlet. As an introduction to the next phase of the 
unit, the class might work as a group to bring in and 
mount on charts a suitable number of foreign stamps. 
The country represented by the stamps should be labeled. 
Part three of the unit on communication in the New 
York State Syllabus1 is assigned to the mail. 
III. The Mail 
A. Importance of letter 
1. means of communication 
2. record 
--
.3. legal evidence 
B. Impressions created by: 
1. appearance 
a. stationery 
b. arrangement 
c. neatness 
2. correctness 
a. grammatical accuracy 
b. spelling 
c. Plan of letter 
1. heading 
2. inside address 
,3. salutation 
1 ~., p. 17. 
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4. body 
a. general plan 
b. arrangement 
5. complimentary close 
6. signature 
D. Carbon copies 
1. purpose 
2. how and when made 
3. disposition 
E. Envelope 
1. types in common use 
2. folding letter 
.3. return address 
4. address 
5. sealing 
6. stamping 
7. opening 
F. Classification of mail; cost and use of 
1. first class 
2. second class 
.3. third class 
4. fourth class (Teach under shipping) 
.. 
G. Special mail services; value of, when and how used 
1. special delivery 
2. air mail 
J. registered mail 
4. return receipt 
5. forwarding mail 
6. postal card 
7· post card 
8. business reply envelope 
9. business reply postal card 
10. insured parcel post 
11. special handling 
12. c. o. D. service 
13. money order 
14. tracer 
Suggested aids to be integrated into this section 
of the unit are as follows: 
A. Films: 
1. Eight Parts Q! ~ Business Letter (12 minutes 
sound - Business Education Visual Aids 
1944) 
This film describes pictorially how mail is handled, 
why letters are standardized as to form, the difference 
between social and business forms, heading, introductory 
address, salutation, body, complimentary closing, 
signature, outside address, proper folding and enclosing, 
two-page letters, window envelopes, basic display, and 
arrangement. 
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SUGGESTED USE: This would be an excellent film to use 
as an introduction to or a review of the business letter. 
After viewing it, students could be required to list the 
common differences between social and business letters, 
to name the parts of the business letter, to fold 
regular size and legal size letters, and to place them 
in proper envelopes. 
2. ~ Postal Seryice (18 minutes - sound - black 
and white - March of Time - $80 sale 
$4.QO rent) 
The inner workings of the United States postal 
service are treated in this film. Particular emphasis 
is placed on the operations of the postal inspectors who 
-
protect the privacy of the United States mail. 
-
SUGGESTED USE: This would be a good general use film. 
Students could be asked to list the duties connected 
-
with the various positions within the postal department. 
3. Vnited Nations, New ~ (13! minutes - sound 
black and white - u. N. Film Division 
1952 - $32.50 sale - $2.50 rent) 
The story of the designing and the manufacturing of 
United Nations postage stamps, which were first issued 
-· 
on October 24, 1951, is told in this film. 
SUGGESTED USE: This could be considered a general use 
film. Students could be requested to bring to class any 
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-United Nations stamps which they might have. A stamp 
could be given to each student together with the assign-
ment to give either a written or an oral report on the 
history of the stamp. Students might also be interested 
in bringing their stamp collections to class. The class 
could think of a design for a stamp which would symbolize 
-
unity in the world. It would be necessary that the 
design have universal appeal. 
4. Writing Better Business . Letters (10 minutes 
sound - black and white - Coronet 
$50 - color $100} 
This film portrays an entertaining presentation of 
the way to write better business letters. It emphasizes 
the three principal characteristics of a good business 
-
letter: clarity, brevity, and courtesy. 
-SUGGESTED USE: This would be a good review film. 
Students could be asked to write a business letter 
combining the three principal characteristics stressed 
in the film. 
B. Filmstrips: 
1. Railroads ~ ~ ~ (26 frames - Association 
of American Railroads - free} 
This filmstrip visualizes the important part that 
the railroads play in the rapid transportation of mail 
-
throughout the country. 
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SUGGESTED USE: This could be considered a general use 
filmstrip. Students could be asked to write a report on 
the contribution of railroads to the efficient and 
rapid transportation of the mail. 
2. Century Qf Progress--Communications (21 frames 
silent with captions - black and white 
British Information Service - $3.00 - 1951) 
This filmstrip surveys the development of communica-
tion during the past century, partly in the postal service, 
-
and partly in the telephone and telegraph services. It 
also touches on the more recently developed equi pment 
-
for transmitting words, namely, pictures, and sound. 
SUGGESTED USE: This could be considered a review film-
strip. Students might be asked to trace the development 
of our postal service from the beginning to the present. 
3. The Mailman (75 frames - black and white 
Encyclopedia Britannica - 1949} 
-
This is an interesting, thought-provoking filmstrip. 
It depicts the duties of the city mailman before he 
starts on his route, shows the kinds of mail he handles, 
-
and how he delivers it. The duties of a rural mailman 
are also illustrated. There are review questions at 
-
the end, which would be good for class discussion. 
SUGGESTED USE: This could be used as an introduction 
to the section on mail, or as a review. It might be a 
59 
good motivating device to be used as a preparation for 
-· 
a field trip to the local post office. 
- · 
4. Post Office .Department (44 frames -black and 
white - Young America Films, Inc. $3.50 
1946) 
This filmstrip shows how the Post Office Department, 
under the Postmaster General, sees that mail is delivered 
.. 
from sender to receiver efficiently, swiftly, and safely. 
It gives in detail the various classifications of mail 
and special services rendered to the community by the 
-· 
post office. There are questions covering the divisions 
. . 
of mail. There is a good review at the end. 
SUGGESTED USE: This could be considered a general use 
--
or review filmstrip. Students could be required to 
classify the following into the four classes of mail: 
newspapers, picture post cards, advertising folders, 
.. 
and a two-pound box of candy. They might further tell 
how to send the following: an urgent letter, a wrist 
-
watch, an important document, and money. 
5. Stamps and How They Are Made (35 fra~es - black 
and white -- Canadian National Film Board 
$3.00 - 1948) 
This filmstrip tells how stamps are made by the 
intaglio printing method. It carries one through the 
process from engraving to the checking of the finished 
product. 
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SUGGESTED USE: This could be used as a general use film-
strip. A day and special space might be given to a 
study of special stamps contained in students' stamp 
albums. The albums could be left on display for a 
limited time. 
c. Pamphlets: 
1. Carrying the Mail (James Gray, Inc. - 44 pages 
50 cents) 
This interesting pamphlet contains the historic 
drama of the growth of the postal system. It contains 
1949 postal rate data and general postal information. 
SUGGESTED USE: This pamphlet could be on the reading 
table throughout the time devoted to the study of the 
mail. Students might be asked to state briefly what 
they learned from reading this pamphlet. 
2. Post Office Department Domestic Postage Rates 
~ Postal Information (Form 3550 is issued by 
the Assistant Postmaster General, Bureau 
of Finance , Washington - 12 pages - free) 
This circular contains the following valuable 
information: 
a. First cla.ss mail, air mail, air parcel post 
rates, exceptions to air zone rates 
b. Second class matter 
c . Third class matter 
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d. Fourth class matter or parcel post, exceptions 
to parcel post rates, limits of weight and size, 
special rates for books of 24 pages or more, 
permissible additions to and enclosures with 
parcel post 
e. Special services, special delivery fees, special 
handling, registered mail, insured mail, c. o. D. 
f. Preparation, wrapping, and packing of mail 
which includes fiberboard boxes, fragile articles, 
liquids, perishable articles 
g. Unmailable matter 
h. Zones--postal guide and keys 
i. Proprietary articles of merchandise 
j. Proper manner of addressing mail 
SUGGESTED USE: Students might be asked to bring in any 
material of their choosing to illustrate second, third, 
and fourth class matter. Materials should be properly 
wrapped and labeled. 
). Letter Writer's Guide {by George Talbot Odell 
Educational Research Bureau - 15 cents 
29 pages) 
This is a guide for business and social correspondence. 
The following information is contained therein: purpose 
of letter writing, list of hackneyed phrases, rules for 
pUL~ctuation, parts of a letter, definition of business 
letters, samples of the following kinds of business letters: 
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-· 
application for position, recommendations, introduction, 
order letters, letters of acknowledgment, claim letters, 
reservations. There are also samples of the following 
kinds of social C?rrespondence: letters of appreciation, 
letters of thanks, mourning letters, letters of condolence, 
informal invitations, informal acceptance, informal 
regret. The pamphlet also contains some of the cautions 
that should be used in correspondence, and a list of 
official addresses. 
SUGGESTED USE: Pupils might be asked to make a booklet 
containing one sample of each of the types of letters 
covered in this booklet •. 
4. ~ United States Postal Service (by Ruth Trappe 
Educational Research Bureau - 15 cents 
29 pages) 
The purpose of this booklet is to give a brief 
outline of postal history and to establish a better 
understanding of postal facilities, together with a 
general spirit of cooperation with post office officials 
' 
and employees. The following information is in the 
booklet: origin of the postal service, early censorship 
of mail, Canadian postal service, colonial America's 
attempt at distribution of mail, transportation of mail, 
city mail service, rural mail service, international 
postal union, dead letter office, air mail, first class 
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mail, second class mail, third class mail, fourth class 
mail , c. o. D., money order system, registered mail, 
special delivery, speciai handling, foreign mail, postal 
savings system, thrift stamps, and war saving certificates. 
SUGGESTED USE: Students could be required to write a 
paper on the history of the development of mail service 
in the United States. 
Part four of the unit on communication in the 
Syllabusl is concerned with the telephone. 
IV. The Telephone 
A. Importance 
B. Kinds of telephones 
1. manual 
2. dial 
c. Types of line service 
1. party 
2. private 
D. Types of service 
1. local 
2. out-of -town 
a. toll 
b. long distance 
E. Telephone directory: information and its value 
1. alphabetical list of subscribers 
a. sequence of listings according to: 
(1) surname 
(2) Christian name or initial 
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(J) middle name or initial 
(4) title 
(5} business or residence designation 
(6) street name 
(7} building number 
2 . subscriber ' s telephone number 
J. "key" letters in the upper, outer corner of 
page 
4 . classified telephone directory 
5. telephone information for user 
6. advertisers' classified index 
F. How to use the telephone: manual and dial 
1. preparing to call 
a . consider the other party 
(1} time 
(2) courtesy 
b . value of memorandum material 
c . consider type of service 
d. where and how to secure number 
2 . making a local call 
a . consider type of instrument 
(1) desk 
(2) wall 
(J) coin box 
(4} rural line 
(5) private branch exchange 
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-
b. how to place a call 
(1) general call 
(2) emergency 
(a) police 
(b) fire 
(c) ambulance 
(d) repair and business office calls 
(3) to send a telegram 
(4) to call extension service 
3. answering the telephone 
a. value of memorandum material 
b . value of courtesy 
c. opening or "answering11 sentence 
4. to talk 
a. how to hold the instrument 
b. tone of voice 
). general information 
a. busy signal 
b. to call back the operator 
6 . making a toll call 
7. making a long distance call 
a. consider type of service 
(1) station- to-station 
(2) person-to-person 
(a) appointment call 
(b) messenger call 
(c) conventional 
(3) international 
(a) transcontinental 
(b) transoceanic 
(4) ship-to-shore and shore-to-ship 
b. how to place call 
c. rates 
(1) how determined 
(a) time 
(b) distance 
(c) service 
(2) day rates 
(3) evening and night reduced rates 
(4) report charges 
(5) charges reversed 
G. Confirming telephone conversations 
1. when 
2. why 
3. how 
The suggested, aids to be incorporated into this 
section of the unit are as follows: 
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A. Films: 
1. Mr. ~ (JO minute - sound - black and white 
free loan - Bell Telephone Company) 
The story of the birth of the telephone as a 
product of the enthusiasm and energy of one man, Alexander 
-
Graham Bell, is portrayed in this film. The scene is in 
Boston. The contrast between the great telephone 
system of today and its humble beginning in 1876 is 
dramatically featured. 
SUGGESTED USE: This could be considered a general use 
film. Students might be asked to list the good qualities 
.. 
depicted in the character of Mr. Bell, and to make 
suggestions as to how these qualities might be developed 
in their own lives. 
2. Before ~ Telephone Rings (17 minutes - sound 
black and white - free loan - Bell 
Telephone Company) 
The various kinds of work carried on by men and 
women employed by the Bell System are the subject of 
this film. It shows the route taken by a telephone 
connected in a home to the central office. It also 
shows how the telephone wire is connected to the main 
office. An ordinary workman's day is depicted together 
with the installation of a telephone in a private home. 
The duties of the intercepting operator, information, 
and the operator accounting department are also shown. 
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SUGGESTED USE: This is a general use film. Students 
could be asked to name the type of work shown which 
appeals most to them, and to give reasons for their 
choice. 
3. Dial Comes 1Q Town (20 minutes - sound - transportation 
American Telephone and Telegraph} 
This film gives instructions in the proper technique 
for using the dial telephone. It portrays what happens 
at the cut-over from the old system to the new through 
a story of an old man who does not want to change from 
manual to dial. A complete explanation of the dial 
system is told in an interesting manner. The elderly 
gentleman is converted to the new system and is satisfied 
with it. 
SUGGESTED USE: This is a general use film. Students 
could be required to contrast the old and the new systems, 
and to list the advantages and disadvantages of each. 
4. ~ Does It (No. 9 - Telephone Screen Review 
10 minute films - 3 topics in each review 
sound - free loan - Bell Telephone Company) 
The first film shows how a one-ton truck digs holes, 
and sets telephone poles; the second film, Planners For 
Tomorro5 portrays telephone engineers at work; and the 
third film, Midnight Debut depicts the initiation of a 
dial telephone central office. 
SUGGESTED USE: This could be considered a series of 
review films. Students might be required to write and 
to give oral reports on one of the above films~ 
5. ~ Nation at Your Fingertips (10 minutes - sound 
free loan - Bell Telephone Company) 
This is a preview of the latest development for 
ha~dling long distance calls. The dial connects 
telephones in ~elected cities across the nation, while 
electronic equipment automatically makes an accounting 
of the call. 
SUGGESTED USE: This general use film might be used as 
follows: A quiz could be given requiring the students 
to outline the steps followed in placing and completing 
an out-of-town call. 
6. ~ Imagine {10 minutes - sound - free loan 
Bell Telephone Company) 
A cartoon character steps out of an advertisement 
to tell about the materials that go into the construction 
of a telephone. Under his direction, accompanied by 
marchi~~ music, the 433 parts of the telephone assemble 
themselves into one complete instrument. 
SUGGESTED USE: This might be classified as an introductory 
film. Students might be required to list at least ten 
of the materials necessary in order to construct a telephone. 
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7. Mobile Telephones (11 minutes - sound - free loan 
Bell Telephone Company) 
A driver of a trailer truck speeding do~m the 
highway picks up his mobile telephone and calls his 
office. The manner in which the comparatively new mobile 
telephone service is illustrated is interesting. This 
service is carried on partly by radio and partly by 
telephone wires. 
SUGGESTED USE: This is a general use film. Students 
could be asked to write a report of the contributions 
mady by the telephone to the improvement of transportation 
services. 
8. A Million Times ~ ~ (11 minutes - sound - free 
loan - Bell Telephone Company) 
The title suggests the number of times that telephone 
operators put together continuous circuits between 
-· 
telephones. This film shows what happened on a long 
distance call as operators across the country came in 
on the line to do their part in establishing a connection 
on the longest possible call within the United States--
Eastport, Maine to Bay, California. There is a review 
at the end of the film. 
SUGGESTED USE: This might be considered a review film. 
Students might be asked to list the steps followed by the 
one placing the long distance call. They might also 
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compare the price of a three-minute call with a ten-word 
telegram between the same places, and to state the 
approximate length of time it would take for a telegram 
-· 
to reach its destination. 
9. ~ for Disaster (11 minutes - sound - free loan 
Bell Telephone Company) 
The manner in which the Bell System met the disaster 
occasioned by the hurricane of 1944 is reproduced in this 
film. It is a good film to prove that organization can 
minimize the effects of disaster. 
-· 
SUGGESTED USE: This might be labeled a review film. 
Students might be asked to plan their time for a week 
in advance, then give a report of the result of such 
organization in their lives. 
10. Party Lines (15 minutes - sound - free loan 
Bell Telephone Company} 
Marionettes illustrate good and bad manners in the 
use of party line service. It is an entertaining film. 
SUGGESTED USE: This could be classified as a general 
use film. A class discussion on the various points of 
telephone courtesy mentioned in the film would be 
valuable, after the film has been viewed. 
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11. Speeding Speech (10 minutes - sound - free loan 
Bell Telephone Company} 
The operator toll dialing program is portrayed. 
Through the use of musical notes, operators dial numbers 
directly in distant locations. 
SUGGESTED USE: This might be considered a review film. 
Students might view it more or less as an appreciation 
film, in which they realize the importance of the rapid 
development of telephone equipment, techniques, and 
services. 
12. Telephone Courtesy (24 minutes - sound - free loan 
Bell Telephone Company) 
In story form, this film emphasizes the value of 
telephone courtesy in business. It demonstrates how to 
be courteous in telephoning, and shows how a business 
-firm overcomes undesirable telephone habits. Some points 
to observe are: the importance of identifying oneself 
when answering the telephone, of having the correct 
number, the correct way to signal the operator, the 
results of overburdening the switchboard operator, how 
calls are transferred, what to do if one is expecting 
a long distance call, what the switchboard operator 
should know about the location of the personnel of the 
firm, the assistance given by the telephone company, and 
the bad habits or mannerisms that should be avoided. 
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-· 
SUGGESTED USE: This would be a good introductory film. 
Students might be given sample cases of the art of 
telephoning and be asked to enumerate the points of 
telephone courtesy displayed by both parties concerned 
in the call. Further, they might mention the undesirable 
mannerisms used. 
13. Telephone EfficienCY (19 minutes - sound - free 
loan - Bell Telephone Company} 
This film, made by the War Department during 
World War II, shows the correct way to place, answer, 
and complete calls. It is a fine film for the demonstra-
tion of good telephone techniques. Some of the points 
especially stressed are the importance of answering 
the telephone promptly, and of identifying oneself at 
the beginning of the conversation. Other points brought 
out are the necessity of cultivati~~ a pleasing telephone 
voice, how courtesy pays dividends, that organization of 
calls in advance is a time-saver, the effect of temper 
over the telephone, and how to end telephone calls 
courteously. 
SUGGESTED USE: This would be a good general use film. 
Through the use of model telephones in the classroom, 
students could carry on conversations of various kinds, 
such as, business, and social calls. The class might 
listen in for the purpose of criticizing the conversations. 
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14. Telephone Pioneer (40 minute - sound - free loan 
Ne\'l England Telephone Company) 
--
In spite of great personal poverty, three men and 
a boy in New Haven, Connecticut kept the telephone business 
alive in that district during 1878. At that time, there 
were only 51 telephones in the area. 
Due to lack of subscribers to contribute funds 
to meet the expenses, the pioneers became discouraged. 
A parson assured them that he believed in the telephone , 
and urged them to have faith. 
The difficulties inherent in the development of 
the telephone, and also, the struggle to find a sale 
for this commodity due to the already well-accepted 
telegraph are portrayed in a very interesting manner. 
Things reach a low ebb for the pioneers not only in New 
-· 
Haven, but also, in Hartford, and Bridgeport. The film 
shows that is the Valley Forge year of the telephone. 
SUGGESTED USE: This is a geners,l use film. This would 
be a very good aid to use as an appreciation lesson to 
bring out the many sacrifices that went into the develop-
ment of the early phase of the history of telephony. 
15. Adyentures .ln Telezonia (17 minutes - color - sound 
free loan - Bell Telephone Company) 
A young boy loses his dog in this film. In 
fantasy, he is transported to the great land of ••Telezonia, u 
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where lively, entertaining marionettes show him how to 
-· 
use the telephone to find his pet. 
SUGGESTED USE: This is a good introductory film. It 
is one of the many things contained in the kit which may 
-· be procured from the local Bell Telephone Company. A 
teacher's manual accompanies the kit, and it would be 
best to follow the directions contained therein. 
B. Filmstrips: 
1. Alexander Graham ~ (88 frames - black and white 
Pictorial Events - $3 .50) 
This filmstrip consists o·f photographs taken during 
the production of a feature motion picture. Mr. Bell's 
discouragement, strength in time of struggle, and desperate 
battle against public ridicule is clearly pictured. 
Finally, his ultimate triumph which came in 1877 is 
portrayed. 
SUGGESTED USE: This is an introductory or review filmstrip. 
Pupils could be asked to write a review of the l ife of 
Alexander Graham Bell, and to mention the quality in him 
which they admire most. Reasons should be given for the 
quality mentioned. 
z. ~We Use the Telephone (Included in the Telephone 
Kit - free loan - Bell Telephone Company) 
The correct procedures which should be used in 
telephoning are emphasized in this filmstrip. It is 
an interesting aid. 
SUGGESTED USE: This is an introductory filmstrip. A 
teacher's manual accompanies the kit, and the procedures 
outlined therein should be followed to obtain the best 
-
results from its showing. 
c. Pamphlets: 
1. The Telephone in America (Bell Telephone Company 
free - )6 pages) 
This is the story of telephone service from its 
beginning to the present, the vast amount of equipment, 
and the army of employees needed to provide telephone 
servi ce to the nation. Special types of service, such 
as radio and television network facilities, telephone 
research, and the manufacture of equipment are also 
discussed. 
SUGGESTED USE: This is a general use aid. It might be 
placed among the supplementary reading materials available, 
which if read voluntarily, would be the means of obtaining 
extra credit. 
2. The Magic of Communication (Bell Telephone Company 
free - 40 pages) 
This amounts t o a popular exposition of the art 
of telephony, and it explains by picture, diagram, and 
word what actually happens inside one's telephone, 
within the central office, and out along the speech 
highways. 
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SUGGESTED USE: This would be a general use or review 
aid. Students interested in knowing more of the scientific 
part of the telephone may be encouraged to read this for 
extra credit. 
3. Alexander . Graham~ (Bell Telephone Company 
free - 31 pages) 
This is a very colorful, interesting, concise, and 
factual story of the life of the inventor of the telephone. 
SUGGESTED USE: This is a general use or review material. 
It might be well to make this booklet a required reading 
during the section on communication dealing with the 
telephone. 
4. The Voice ~ ~ Smile (Bell Telephone Company 
free - 11 pages) 
This is an interesting booklet which deals with 
the techniques of gaining telephone personality. It is 
intended to pass along some of the practical tips that 
research and experience have proved to be worth while. 
SUGGESTED USE: This is a good general use or intro-
ductory material. Students might be required to read 
this pamphlet with the idea of analyzing their own 
telephone voices and make use of the easy remedial 
exercises recommended for poor enunciation. 
5. You ~ ~ Telephone (Bell Telephone Company 
free - 15 pages) 
The basic principles of good telephone usage are 
outlined in this booklet. Success by telephone takes 
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thoughtful effort, and intelligent observance of these 
principles. It aims at developing with the reader a 
pleasant telephone attitude. 
SUGGESTED USE: This is a general use aid. Students 
might make use of this supplementary reading by analyzing 
their own telephone conversations as regards the following 
points: tact, courtesy, and a business-like attitude. 
6. How ~ It Work? (Western Electric - free - 23 pages) 
This pamphlet divides the telephone into three 
main parts. It illustrates the science of telephony, 
lists the duties of the central office, diagrams, and 
.. 
defines the work of the transmitter. It also gives 
-· 
instruction on the various parts of the set. 
SUGGESTED USE: This could be a general use or a review 
material. Students who are interested in the science of 
-
telephony might read it with profit for extra credit. 
7. The Telephone ~How We Use It (Bell Telephone 
Company - free - 24 pages) 
This booklet would be valuable for those students 
who are not capable of ninth-grade reading, as it is 
written in simple language, and amply supplemented with 
-· 
pictures and diagrams to bring out the point emphasized. 
It consists of the following information: the uses of 
the telephone, the kinds of telephones, how to talk on 
the telephone, how to use a dial telephone, coin telephones, 
how to use the telephone book, how to get help in making 
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calls, emergency calls, and telephone manners. 
SUGGESTED USE: Thi s is a very good review booklet or 
introductory booklet. Suggested activities are listed 
in the back, and it would be best to follow those 
mentioned. The suggested activities should be a require-
-· 
ment for this section of the unit on communication. 
D. Other ~: 
1. Instructional ~ Kit (Bell Telephone Company 
free loan) 
a. The Telephone ~ H.Q!1 ~- Use It ( 24 pages 
student booklet) 
b. A Guide for Teaching Correct Telephone Usage 
eight pages - teacher manual) 
c. Adventures 1n Telezonia (film) 
d. How ~ Use ~ Telephone (filmstrip) 
e. Two practice telephones 
-· f. Two local telephone directories 
SUGGESTED USE: Introductory, general use, or review 
material. For best results follow the guide which is 
sent with the kit .• 
2. Field ~ 
The telephone company is very courteous in permitting 
·-
classes to visit their offices at stated times. 
3. Study the contents of the telephone directory. 
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Part five in the New York State Introduction to Business 
Syllabus1 deals with the telegraph . 
v. The Telegraph 
A. Value and importance 
B. Classification of services 
1 . telegram 
2 . day letter 
3. night message 
4. night letter 
-· 
c. Writing the message 
1 . telegraph blank 
a . regular 
b. special 
2. class of service desired 
3, special words and code 
4. counting of chargeable words 
5. cost of transmission 
6. essentials of message 
a. clearness 
b . brevity 
7. form messages 
a . Christmas greetings 
b. birthday greetings, et cetera 
1~., p . 21. 
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D. Delivery of message 
-· 
1. how 
2. when 
E. Confirmation of message 
1. how 
2. when 
.3 • why 
.. 
F. Miscellaneous services 
1. telegrams by telephone 
a. subscriber's telephone 
-
b. coin box 
2. money order and gift order 
.3. repeat-baclt service 
4. report-delivery service 
5. XU service 
6. collect telegram 
7. errand service 
B. time service 
9. commercial news service 
The following aids are recommended for use in this 
section of the unit: 
A. Films: 
1. Telegram for America (22 minutes - sound - black 
and white - Western Union - 1952 - free loan) 
This film shows one hundred years of progress in 
written communications from the day of the journey of the 
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pony express through the year 1952. It also describes 
modern telegraphy. 
SUGGESTED USE: This is a general use film or a review 
film. Students might be asked . to report orally on one 
of the many types of written communications mentioned. 
B. Fd,lmstrips: 
1. WesternUnion (119 frames - black and white 
Pictorial Events - $3.50) 
This filmstrip consists of a series of photographs 
taken during the production of a feature motion picture. 
The story concerns the building of the transcontinental 
telegraph. 
SUGGESTED USE: Thi s is a general use filmstrip. 
Students might be asked to compare the method of 
telegraphing a message immediately after the invention 
of the telegraph with modern means of telegraphy. It 
might also be viewed as an appreciation filmstrip. It 
should be followed by a discussion of the main events 
brought out in the filmstrip. 
2. Wonder of ~ Telegram (25 frames - color - Eye 
Gate House, Inc. - 1952 - $4.00) 
This filmstrip shows how the telegraph was 
developed, how it works, and how it is used by men. 
SUGGESTED USE: This could be used as a general use or 
a review filmstrip. Students should be asked to report 
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on one phase of the telegraph as covered in this film-
strip. 
c. Pamphlets: 
1 . The Story of Western Union (The Western Union 
Telegraph Company - free - 18 pages) 
This pamphlet begins with pri mitive forms of 
communication and discusses the situation as far as the 
present with its highly developed devices. 
SUGGESTED USE: This is a general use booklet. Students 
might read and report on it for the purpose of obtaining 
.extra credit. 
D. Other Aids: 
1 . Telegraph Blanks 
It would be well to procure real telegraph blanks 
from the local telegraph office. The information on the 
reverse side of these blanks should be made the subject 
of a class period. 
2. Field Trip 
A conducted tour through_ the local telegraph 
office would be of interest to pupils of this age level. 
Part six of the New York State Introduction .. 1.Q. Business 
Syllabusl studies the cable service. 
1 rbid., p. 22. 
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A. Value and importance 
B. Classification of service 
1 . full-rate 
2. deferred half-rate 
3. cable letter 
4. week-end letter 
c. Preparing the message 
1. use of blanks 
2. considering service 
3. language common to cable 
a. code in full-rate 
b. special words 
4. counting chargeable words 
5. essentials of message 
a. clearness 
b. brevity 
D. Confirmation of message 
1. how 
2. when 
3. why 
The following are the suggested aids recommended 
for use during the study of the cable: 
A. Films: 
1 . Layiil,g Jill.sl_Atlantic .Cable (11 minutes - sound 
Visual Education Library Series 
$40 .00 sale - $2.00 rent) 
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This f i lm explains depth sounding and it shows how 
a · telegraph cable is constructed and laid. The photo-
graphy is not the best. However, much valuable information 
is given and certainly one comes away from the movie with 
a greater appreciation for all that went into the laying 
of this cable. 
SUGGESTED USE: This is a general use film. Students 
might make a list of the services derived from the 
successful laying of the cable. Reports might also be 
given on the unsuccessful attempts to lay the cable. 
B. Other ~: 
1. Obt ain real cable blanks. Study the information 
on the reverse side. Follow the study with a class 
discussion. 
Section seven relating to communication in the 
syllabus1 treats of radio and wireless service. 
A. Value and importance 
B. Common uses of radio 
1. entertainment 
2. broadcasting news 
J. fostering education 
4. advertising medium 
c. Special uses of wireless 
1. radiograms 
2 . s. o. s. 
1 Ibid., p. 22. 
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D. Radiograms 
1. when to use 
2. preparin~ the message 
3. delivery 
The following suggested aids could be used at this 
point in the unit on communication: 
A. Films: 
1. ~ ~ Voice Was Heard (56 minutes - sound - black 
and white - free loan - General Electric 
1951) 
This film pictures an i maginary attack on the city 
of Syracuse to show the importance of communication in 
civil defense, and in particular, the use of the two-way 
radio. Medical units, police, and fire squads are directed 
in their rescue work by means of the radio. 
SUGGESTED USE: This is a general use film. Students 
might report on the use of and the importance of the 
radio in time of emergency. Mention should also be 
made of its limitations in such a time. 
2. Qn the Air (22 minutes - sound - black and white 
free loan - Westinghouse Electric Corp. 
1945) 
This film portrays the services rendered by the 
radio to the economic life of the American people. 
Shortwave is described. The work of actors, production 
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staff, studio technicians, and news reporters is discussed. 
It is the story of radio broadcasting from its begii'l..ning 
in the workshop of Fr?.nk Conrad, to the complex networks · 
that encircle the globe. 
SUGGESTED USE: This general use or review film could be 
used in preparation for a field trip to the local radio 
station. Further, students might be asked to bring in 
t o class a crystal set to show to the group. 
3. Radio Broadcasting Today (19 minutes - sound 
black and white - McGraw-Hill Book Company 
1948 - $80.00) 
This film gives an appraisal of all types of radio 
programs and includes scenes from various types of 
shows. The true value of quiz programs, and soap box 
operas is questioned. Hooper ratings are explained. 
Lee De Forrest appears briefly to mention his concern 
over the misuse of the medium of communication which he 
helped to develop. 
SUGGESTED USE: This introductory or general use film 
could be used this way: Group students into teams . 
Make each team responsible for recording the number of 
either entertainment , news, educational, or social service 
programs within a certain week. A whole day ' s broad-
casting should not be recorded, but rather, fixed hours 
in the day assigned for recording . At the end of the 
week , bring the statistics to class. Follow this with 
a class discussion as to the type of programs offered, 
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and their value in the lives of ninth-grade students. 
4. Naturally It's F. M. ( 17 minutes - sound - color 
General Electric - free loan - 1947) 
This interesting film begins with modern times, 
and then flashes back to the days of the crystal set. 
Frequency is explained very clearly in nontechnical 
language. Both A. M. and F. M. are explained. The 
advantages of F . M. are stressed. 
SUGGESTED USE: This general use or review film could be 
used primarily as an appreciation film to emphasize the 
rapid development in radio communication from the days 
of the crystal set to the present. Students might 
discuss the features contained in this enjoyable film. 
B. Filmstrips: 
1. Radio (49 frames - black and white - Young America 
Films, Inc. - $3.50 - 1953) 
This is one of the series of Mass Communication 
filmstrips, which are four in number. After stating 
facts and figures to explain how many people in the United 
States are affected by radio, this filmstrip depicts the 
production of a typical radio program. It shows how it 
is sent over the air. It explains the responsibility 
that the broadcaster owes to the people to produce good 
programs. It ends with suggestions as to how to get the 
most out of one's listening time. 
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SUGGESTED USE: Thi s could be used as an introductory or 
a general use filmstrip. A discussion should follow its 
use as to why and how one might become more discriminating 
in the choice of radio programs. 
The eighth part of the New York State Introduction 
.:!;& Business syllabusl deals with the study of the 
newspaper . 
A. Value and importance 
B. Classification of contents 
1. news 
2. human interest articles 
3. features 
4. editorials 
5. ~dvertisements 
a . classified 
b. display 
c. Reading the newspaper 
1. table of contents 
2. title or "head" of the story 
a. attracts attention 
b. presents keynote of story 
3. plan of news article 
a. climax at beginning 
b. beginning paragraphs answer 
~ 
who, what, when, where, and 
c . impartial 
1 Ibid., P• 23. 
questions: 
how 
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4. editorials 
a. opinion of editorial staff 
b. t opics selected from news articles 
5. advertisements 
a. classified 
b. display 
The following aids could be integrated into the 
unit outline at this time: 
A. Films: 
1 . The Story ~ Coul dn't be Printed (11 minutes 
sound - black and white - Teaching 
Films Custodian - $).00) 
Al though freedom of speech was written into t he 
constitution of the United States, it was not always 
respected by every branch of the government . 
A gentleman by the name of J ohn Zenger used t o 
become excited over people's rights. He wrote a newspaper. 
Mr. Alexander, a lawyer , who knew much about the govern-
ment that was not edifying, wanted Mr . Zenger to print 
in his newspaper that the governor was using the taxpayers' 
money unjustly . That was the story that "couldn't be 
printed." 
However, the story was printed. The authorities 
were sent to destroy the newspaper shop. John Zenger 
was put on trial . He was defended by a noted lawyer 
who declared that he was guilty of printing the truth. 
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He said, further, that not only John Zenger, but the 
whole courtroom, and their descendants were on trial. 
The verdict was in favor of Mr. Zenger. 
SUGGESTED USE: This introductory or general use film 
might be used best as an appreciation film. Students 
could be asked to read the evening newspaper with a 
view to seeing if there are any articles therein which 
would not have been printed in 1734. 
2 . Trees to Tribune (JO minutes - sound - color 
Chicago Tribune - free loan - transportation) 
Thousands of cords of wood are shipped from Shelter 
Bay, Canada to Chicago in order to be used to produce 
the Chicago Tribune. The Tribune consumes more than 
3,000 tons of paper a week. The film pictures, very 
beautifully, a lumber camp and carries the viewer through 
the duties of a lumber man. 
The second phase of the film takes one to the 
Chicago Tribune office and shows how the news is prepared, 
as well as how comics, and illustrations are printed. 
The entire process of converting wood into paper is 
pictured. It is an excellent movie. 
SUGGESTED USE: This would be an excellent review movie 
to be used after the study of the newspaper. Students 
could be encouraged to go to the library to procure a · 
book covering one of the phases of newspaper work , and 
to report on it within a given period. 
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B. Filmstrips: 
1. Newspapers (48 frames - black and white - Young 
America Films, Inc. - $3.50 - 1953) 
Th~s is the first filmstrip in the ~ Communication 
series. It begins by listing the numbers and types of 
newspapers printed in the United States. It shows how 
the New York Herald Tribune is produced. A great part 
of the filmstrip is devoted to a discussion of the 
functions of a newspaper: reporting the news, interpreting 
it, editorializing, community service, and advertisements. 
It ends with a proposal for evaluation of the local 
newspaper. 
SUGGESTED USE: This is a general use filmstrip. It 
should be followed by a discussion of the various points 
mentioned in i t . Students might write an article for the 
school newspaper adhering to the principles explained in 
the fi l mstrip. 
-
c. Pamphlets: 
1. ~ Newspaper (by William w. Rodgers - Washington 
Service Bureau - 23 pages) 
This interesting pamphlet tells how a newspaper is 
made. It gives the story of the gathering, writing, 
editing, typesetting, stereotyping, printing, and 
distribution of a daily newspaper. 
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SUGGESTED USE: This is a general use aid. Students who 
are interested in this phase of communication might 
read the booklet and report on it for extra credit. 
D. Other Aids: 
.. 
1 . Use the daily newspaper in one class period for 
discussion purposes. 
The ninth and final section of the syllabusl is 
concerned with books, and magazines, et cetera. 
A. Value of library facilities and services 
B. Value of good books and magazines 
c. The use of library facilities 
The following aids are recommended for use in 
this area of the unit: 
A. Films: 
1 . Magazine MagiQ (27 minutes - sound - color - free 
loan - f-1odern Talking Picture Service 
1946) 
This film describes in beautiful detail the 
completely integrated operations of the Curtis Publishing 
Company. It shows the work involved in producing the 
magazines, The Saturday Evening _Post, The Ladies• Home 
Journal, Country G§ntlem~ . Holiday, an d Jack ~ Jill. 
It is an excellent film. 
1 ... 
Ibid. , p. 24. 
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SUGGESTED USE: This is a general use film. Students 
might go through one of the magazines mentioned in the 
film, and then tell in his o~r.n words the processes that 
were used to obtain the finished product. 
2. Know ~ Library (10 minutes - sound - black and 
white, or color - Coronet - 1946) 
From this film, students should learn something of 
the overall organization .of a typical high school 
library. It shows how to use the card cata:J_og, the 
encyclopedia, the Reader's Guide .iQ. Perlod·ical Literature, 
and the vertical file. The principles of the Dewey 
-· 
Decimal System are also discussed. 
SUGGESTED USE: This is an introductory film, which would 
be well placed at the beginning of the study of the 
l i brary. It might be used in preparation for a visit to 
the school or community library. Students could wri te 
a shor t report on one of the tools of the library. 
3. How 1Q Read ~ ~ {10 minutes - sound - black 
and white, or col or - Coronet - 1947) 
This film discusses the factors to be considered 
in selecting a book. It stresses the information which 
is needed before proper selection can be made, the 
questions one shoul d answer, and also, what contributions 
t he book can make to the reader's knowledge. Comments 
are made on the author's attitude, key ideas, the index, 
footnotes, e t cetera. Suggestions are given as to when 
one should read quickly, and when one should read with care. 
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SUGGESTED USE: This is an introductory film. It might 
be used to introduce the section on books. Students 
should follow up the film with a discussion. Notes 
should be taken. Students should select their next book 
maki~~ use of the information gained in this film. 
4. Making Books (10 minutes - sound - black and white 
Encyclopedia Britannica Films - $2 • .50 
This very interesting film depicts every process 
of book making from the author's manuscript to the 
finished product. It shows the plates being taken to 
the printing press, the press bed, and the work of the 
"Ready Man." The book binding plant is pictured showing 
the folding of papers, the work of the gathering room, 
end the sewing of folders. Book covers are put on the 
books in very little time. 
SUGGESTED USE: This is an introductory or general use 
film. Students might be required to outline the steps 
in the printing of a book. A general discussion should 
-· 
also follow the showing of the film. 
B. Filmstrips: 
1. The following Library series contains six filmstrips. 
The set is ~pl6 .50. Individual filmstrips are $.3.50. 
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A. The Book (42 frames - black and white - Young 
America Films - 1950) 
The facts stressed include what books should mean 
to people, and what they can do for people. Books should 
be among man's most treasured possessions. The parts of 
a book are named and illustrated. The common rules for 
the care of books are given. 
SUGGESTED USE: This could be used to review the parts 
of a book, or as a general use filmstrip to demonstrate 
the value of books, and the care that should be taken 
of them. Students should be able to name the different 
parts of a book after having seen this filmstrip. 
B. ~ Dictionary--Part I {44 frames - black and white 
Young America Films - 1950) 
This filmstrip explains the dictionary as an 
-· 
alphabetical source of information concerning words. 
I t shmv-s how a word is found, and how words are divided. 
SUGGESTED USE: This is an introductory filmstrip. It, 
together with the next filmstrip mentioned might be used 
to review dictionary work of preceding grades. Students 
might be given a list of words to look up in the dic-
tionary, to name the parts of speech, to syllabize them, 
to give the meaning, and to use them in sentences. 
c. The Dictiopary--Part II (34 frames - black and 
white - Young America Films - 1950) 
Thi s filmstrip considers the dictionary as a source 
of information. It stresses the synonyms, antonyms, and 
word derivatives. 
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SUGGESTED USE: This is an introductory filmstrip~ It 
should follow the use of the above filmstrip. The same 
-
suggested use is recommended. 
D. ~ Encyclopedia (41 frames - black and white 
Yo~~ America Films - 1950) 
This filmstrip explains the nature and use of the 
encyclopedia as a source of detailed information on all 
-
subjects. 
SUGGESTED USE: This might be considered a general use 
filmstrip. A list of topics centering around the growth 
and development of communication might be given to the 
students together with the instruction to secure informa-
tion about the topic chosen from the encyclopedia, and 
to give a short written report on their findings. 
E. The Dewey Decimal System (43 frames - black and 
white - Young America Films - 1950) 
This reviews the two classes into which books may 
-
be divided: fiction and nonfiction. The classes into 
which Melvil Dewey divided all types of material contained 
-
in books are named and illustrated. The filmstrip depicts 
-
a library marked off according to the Dewey Decimal System. 
One is taken through the steps followed to find a book 
-
in the library following the above-mentioned system. 
SUGGESTED USE: It would be good to use this filmstrip 
as an introduction to the library phase of the unit. 
Students might be required to go to the school library , 
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to list the Dewey decimal number and the title of three · 
fiction and three nonfiction books. 
-· 
F. The Card Catalog (44 frames - black and white 
Young America Films - 1950) 
This filmstrip contains the purpose, contents, 
-· 
and value of the card catalog. It shows how to find a 
book in the l i brary by having recourse to the card 
catalog. 
SUGGESTED USE: This might be used to introduce the 
library phase of the unit. Students might be required 
to pick one fiction and one nonfiction book and to list 
t he information concerning the books which is given in 
the card catalog. Title, author, and subject cards 
should be consulted. They might also write a title, 
author, and subject card for their introduction to 
business textbook, or some other book of the teacher's 
choice. 
2. Use Your Library (77 frames - black and white 
The American Library Association 
$5 . 00 - 1948) 
This excellent filmstrip is divided into three 
sections. Part I shows how to find a book from t he card 
catalog by subject. The story is woven around a girl 
who wants to find a book of games which she can use at 
a party. She is referred to the card catalog by a fine 
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.. 
friend and finally discovers a book that will help _her. 
Another book is located by author from the card catalog . 
A boy illustrates this point as he selects a book on 
.. 
sports. Filing rules pertaining to the card catalog 
-· 
are also included in this section. There is a thorough 
review of Part I at this point. 
Par·~ II pertains to the finding of brief facts by 
-· 
means of the encyclopedia or other reference books. 
-· This section is also reviewed. 
Part III illustrates how to find magazine articles 
through the use of the Reader ' s Guide to Periodical 
Literature. Magazine articles are listed by subject or 
.. 
author in the Reader's Guide. One is taken through the 
steps of finding an article on jet- propulsion for a 
., 
science class . The best way to find a pamphlet is by 
means of the pamphlet file , which is also pictured. 
-· 
This is followed by a review of Part III. 
SUGGESTED USE: This filmstrip could be used to great 
advantage in introducing library facilities and services, 
as well as to stress their value and use. It would be 
.. 
valuable during any phase of the section on the library. 
3. Your Library Treasure Ches t (70 frames - color 
Society for Visual Education, Inc . - $7~00} 
A puppet explains the use and importance of the 
card catalog to a boy who is on his way to the library . 
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In Part I, the puppet locates a fiction book, and in 
Part II, he locates a nonfiction book . There is a rev i ew 
of the entire filmstrip at the end . Questions are asked 
in one frame and answered in the next. This enables the 
teacher to stop to have a class discussion on the questions 
before proceeding. 
SUGGESTED USE: The filmstrip could be used either as an 
i ntroduction or general use aid during the study of the 
-
library phase of the unit on communication. Having 
discussed the answers to the questions proposed in the 
--
filmstrip, students might be required to restate these 
answers briefly on paper. 
4. Teaching the ~ Qf the Reader's Guide (40 frames 
black and white - Van Allyn Institute 
$5.00 - 1952) 
Two high school pupils learn how to use the 
Reader's Guide . t o Periodical Literature which is in the i r 
high school library. The filmstrip includes many examples 
of entries from actual pages of this index . 
SUGGESTED USE: This is a general use filmstrip. Students 
might be given a list of articles from a given source, 
and be asked to tell how they would go about finding the 
a r ticles by using the Reader's Guide. 
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5. Using ~Textbook (27 frames - black and white 
Jam Handy - $3.50 - 1952) 
The following suggestions are given in this filmstrip: 
1. Read each paragraph through. 
2. Cut it down to a few words. 
" ' 3. Write the essence of it in a notebook. 
4. Add some of the questions and summaries which 
-
appear at the end of the chapter. 
5. Rest for five minutes after every half hour 
-
of study to keep the mind alert. 
Cartoons are used to teach students how to evaluate 
material found in textbooks, and how to take notes which 
-· 
will a i d the learning process. 
SUGGESTED USE: This very interesting filmstrip could 
be used to advantage as an introduction to the book 
section of the unit. It stresses very well the value 
of books. It compares a book to a side of beef hanging 
in a butcher's window. There are choice pieces and those 
not so choice. It is for the pupil to decide which is 
the most important point in a paragraph and which sentences 
are written to clarify and develop the important point. 
Students might be required to write a paragraph on the 
type of books which they like best and give reasons for 
their answers. 
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.. 
c. Other Aids: 
1. It is recommended that at least one class period 
.. 
be spent 1n the school library. If it can be arranged, 
it would also be valuable to visit the city library. 
2. If there is a publishing house 1n the area, it 
.. 
would be of interest to the students to visit it. 
No pamphlets are mentioned at this time, as the 
writer believes that the time allotted to this section 
would be spent more wisely in doing actual research work 
in the library. Such assignments would involve the 
use of the common reference books, the card catalog, 
-
and the pamphlet file. 
Television is not mentioned in the New York State 
.. 
Introduction 1Q Business syllabus. However, the writer 
thinks it would be amiss to neglect to include it in 
this study. 
There are many telecasts which are educational in 
nature . Some cities already use television to enrich 
classroom work . As an instructional medium, it is still 
.. 
in an experimental stage. Sight, sound, and time are 
united in television, therefore, it is, in itself, an 
audio-visual aid. 
The writer has considered television as the tenth 
topic to be studied in the unit on communication. The 
following outline is suggested: 
10.3 
-· 
A. Value and importance 
B. Common uses o~ television 
1. broadcasting news 
2. ~ostering education 
· 3. advertising medium 
4. entertainment 
c. Selection o~ programs 
1. to develop the ability to maintain a proper 
balance among the types o~ programs o~~ered 
2. to develop the ability to judge the morality 
of programs , and to select only those programs 
which are morally good 
The suggested aids for this section of the unit are: 
A. Films: 
1 . Television 1.§. ~ You Make It (30 minutes - sound 
black and white - Christophers - $5.00 
1952) 
This is a story o~ a man engaged in producing 
-· 
... 
television films. He puts on a cheap variety o~ programs. 
His wife becomes disgusted with his plays and tries to 
-· 
influence him to put on a better quality o~ program. The 
producer claims that he is giving the public what it 
-· 
wants . Events develop, the producer discovers that his 
.. 
sponsor is going to go into a different type of program8 
There~ore, to appease his wife, and his conscience, he 
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-· puts on one last play which is worthy of television. It 
concerns the life of Abraham Lincoln. The sponsor is so 
pleased that he tells the producer he would like him to 
-· 
continue with his show doing that type of play . 
SUGGESTED USE: This could be used at any time during 
-· 
the study of television. Students could be asked to 
evaluate certain popular programs in the light of what 
... 
was presented in this movie. 
2 . How Television Works (10 minutes - sound - black 
and white - United World Films - $3~00 
1952) 
This film explains the elementary principles of 
-· 
television. A concert pianist is televised . The action 
of the television cameramen and the other technicians 
is explained and pictv~ed. The television camera 
mechanism is explained . The work of the transmitting 
.. 
aerial , the vacuum tubes, the amplifying, and receiving 
" 
systems are also shown. 
-SUGGESTED USE: This is a general use film . The film 
.. 
might be followed by a class discussion. An oral or 
written report listing the contributions which television 
has made to the development of communication services in 
-· 
the United States would be apropos at this time. 
-· 3 . Stepping Along with Television (11 minutes - sound 
black and white - free loan - American 
Telephone and Telegraph - 1950) 
This film portrays the Bell Company's roll in 
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-expanding the communication services by means of television. 
-· It shm.,.s how a musical ballet television program, which 
originated in a New York City studio , was delivered by 
means of coaxial cable and radio relay facilities to a 
Wisconsin residence . 
SUGGESTED USE : This is a general use or review film . 
Students should be impressed with the vast amount of 
.. 
time , labor , and expense which are expended in the 
~ · 
production of a telecast . They might then list two or 
three types of programs which they consider worth while 
both from the standpoint of production and reception in 
-
the home . Their answers should be supported with 
-· 
adequate reasons for their various choices . 
B. Filmstrips : 
1 . Television (44 frames - black and white - Young 
.. . 
America Films , Inc . - $3 . 50 - 1953) 
This filmstrip traces the rise of television as 
t he latest member in the mass communication field . It 
shows how a program is produced and sent out over the 
air . The filmstrip discusses the various t ypes of 
.. 
programs which are available . One excellent feature of 
the filmstrip is that it discusses why and how to maintain 
.. 
a well- balanced viewing schedule . 
SUGGESTED USE: This might be considered an introductory 
filmstrip . The teacher might post on the bulletin board 
..• 
t he television programs for the ensuing week. Students 
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might then be asked to choose an evening's schedule of 
television programs, supporting their choices with 
-
reasons for selections . 
The writer completed the study of communication in 
a course in introduction to business on the ninth-grade 
-level with a consideration of television. 
Comments and recommendations appear in Chapter VI. 
CHAPTER VI 
COMMENTS AND RECOMMENDATIONS 
A. Comments 
The importance of developing within the young the 
proper attitudes and understandings regarding communica-
-· 
tion services in the United States cannot be overemphasized. 
Anti-American forces are anxious to turn this priceless 
part of American heritage to their own advantage. 
Therefore, the writer felt the necessity of stressing 
this particular unit on communication in introduction to 
-
business, and also, of finding ways to motivate interest 
in its presentation. 
Aids are recognized as a must in the up-to-date 
teacher 's program. They motivate interest, stimulate 
attention, clarify abstractions, shorten learning time, 
and aid retent ion. 
They have proved their worth in peace time as well 
as in war time according to the educators and. the govern-
ment sources quoted in this study. 
The teacher should make a wise choice of the many 
aids offered in order to derive the most benefit from 
the time allowed for their use. The motivation and in 
many cases the learning which results from their use 
means improved attitudes, understandings, and habits. 
A very valuable asset to education, then, is the 
integration of audio-visual aids into unit outlines , so 
that the individual teacher may draw from several sources 
-
the one or ones most suited to his needs. 
Thus, the purpose of this study was to integrate 
audio-visual aids into a course outline on communication 
in introduction to business on the ninth-grade level , 
following the outline of the New York State syllabus. 
B. Recommendations 
Communication is but one unit of the thirteen units 
taught in introduction to business in the state of New 
York. There is need for a great deal more research work 
to be done in this area by graduate students . Therefore, 
the following recommendations are proposed: 
1. Following the outline of the New York State 
syllabus, incorporate similar aids into the 
remaining units that are taught in introduction 
to business. 
2. Set up an experimental group and a control group. 
Use audio-visual aids with one group and none 
with the other group for one unit. Compare the 
effectiveness of the teaching and the learning 
by means of tests. 
3. Study the suggested aids and list the learning 
outcomes that should be derived from each aid. 
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4. Make slides, posters, pictures, and tape 
recordings to depict the idea which one wishes 
-
to convey. In other words, construct visual 
aids for the classroom. 
5. Make a study to see which of the common audio-
.. 
visual aids are most effective. 
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APPENDICES 
Title 
APPENDIX A 
AUDIO-VISUAL AIDS 
USED IN THIS STUDYl 
Films2 
Producer ~ Distributor 
*story of Communication -· Instructional Films, Inc. 
202 E. 44th Street 
New York 18, New York 
* 
-· 
The Development of Encyclopedia Britannica Films, Inc. 
65 South Water Street Communication 
Chicago 1, Illinois 
-
*Making Books 
*Telegram for America 
Encyclopedia Britannica Films, Inc. 
*Magazine l"lagic 
*communications Westward 
*The Story that Couldn't 
be Printed 
*Trees to Tribune 
*on the Air 
Western Union 
60 Hudson Street 
New York 13, New York 
Modern Talki~~ Picture Service 
45 Rockefeller Plaza 
New York 20, New York 
-· -
Teaching Film Custodians, Inc . 
25 w. 43rd Street 
New York 36, New York 
-· 
Teaching Film Custodians, Inc. 
Chicago Tribune 
Public Service Office 
33 w. Madison Avenue 
Chicago, Illinois 
Westinghouse Electrical Corporation 
Motion Picture Department 
401 Liberty Avenue 
Box 868 
Pittsburgh 30, Pennsylvania 
lThe complete address is listed the first time the 
firm name is mentioned. 
2Asterisks appear before the films viewed by the 
writer. 
Title 
*And a Vo ice Was Heard 
*Naturally It ' s F. M. 
*Eight Parts of a Business 
Letter 
*Laying the Atlantic Cable 
*Your Postal Service 
*United Nations, New York 
*searchlight on the Nations 
*Expanding World Relationships 
*Television is What You 
Make It 
*Hotor Television Works 
*our Shrinking World 
*Telephone Pioneer 
Producer ~ Distributo~ 
General Electric Company 
Distribution Section 
1 River Road .. 
Schenectady 5 , New York 
General Electric Company 
Business Education Visual Aids 
104 w. 6lst_Street 
New York 23, New York 
Visual Education Center Building 
Lowell and Cherry Lane 
Floral Park , New York 
March of Time 
369 Lexington Avenue 
New York 17 , New York 
Association Films, Inc . 
Films and Visual Information 
u. N. Film Division 
Broad at Elm 
Ridgefield, New Jersey 
Association Films , Inc . 
-· United World Films , Inc . 
Government Department 
1445 Park Avenue 
New York 29, New York 
.... .. 
The Christophers , Inc . 
18 E. 48th Street 
New York 17, New York 
-· ... 
United World Films , Inc . 
Educational Film Dept . 
Young America Films 
18 E. 41st Street 
New York 17, New York 
... 
Southern New England Telephone Co . 
P. o. Box 1562 
New Haven 6 , Connecticut 
Title 
* Story Without End 
*or Many Voices 
* -Mr. Bell 
*Before Your Telephone Rings 
*Dial Comes to Town 
* Easy Does It 
*The Nation at Your Finger 
Tips 
*Just Imagine 
* Mobile Telephones 
*A Million Times a Day 
*Plan for Disaster 
*Party Lines 
*Speeding Speech 
*Telephone Courtesy 
*Telephone Efficiency 
*Adventures in Telezonia 
*stepping Along with 
Television 
Writing Better Business 
Letters 
Know Your Library 
How to Read a Book 
Yesterday and Today 
Your Voice 
Producer ~ Distributor 
Local Bell Telephone Company 
Local Bell Telephone Company 
Local Bell Telephone Company 
Local Bell Telephone Company 
Local Bell Telephone Company 
Local Bell Telephone Company 
Local Bell Telephone Company 
Local Bell Telephone Company 
Local Bell Telephone Company 
Local Bell Telephone Company 
Local Bell Telephone Company 
Local Bell Telephone Company 
Local Bell Telephone Company 
Local Bell Telephone Company 
Local Bell Telephone Compe~ 
Local Bell Telephone Company 
Local Bell Telephone Company 
-Coronet Instructional Films, Inc. 
Coronet Building 
Chicago 1, Illinois 
~ 
Coronet Instructional Films , Inc . 
~ 
Coronet Instructional Films, Inc. 
Encyclopedia Britannica Films, Inc. 
-
Encyclopedia Britannica Films, Inc . 
Title 
Radio Broadcasting Today 
Proquce~ ~ Distributor 
McGraw-Hill Book Company 
Textbook Film Department 
330 w. 42nd_Street 
New York 18, New York 
Filmst rins1 
* Story of Communication 
a. Signs and Signals 
b. Speaking and Writing 
c. Paper and Books 
d. Messengers 
e. Mail Goes Through 
f. Communication by Sound 
g. Communication by Light 
h. Communication by 
.. Electricity 
i . Modern Means of 
Communication 
*wonder of the Telegram 
*Railroads and Our Mail 
*Teaching the Use of the 
Reader' s Guide 
*use Your Library 
-· ... 
Eye Gate House, Inc. 
2716 41st Street _ 
Long Island City 1, New York 
.. 
Eye Gate House, Inc. 
Association of American Railroads 
Bureau of Railway Economics 
Washington 6, D. c. 
Van Allyn Institute 
P. o. Box .. 368 
Woodlands, California 
American Library Association 
Publishing Department 
50 E. Huron Street 
Chicago 11, Illinois 
.. 
*Your Library Treasure Chest Society for Visual Education, Inc. 
1345 w. Diversey Parkway 
*History of Communication 
*Post Office Department 
·ll-Radio 
Chicago 14, Illinois 
Young America Films 
Young America Films 
Young America Films 
1Asterisks appear before the filmstrips viewed by the 
writer . 
Title 
*Newspapers 
*Television 
*How We Use the Telephone 
*Taking Notes 1n Class 
Producer .~ _ Distributor 
Young America Films 
Young America Films 
Local Bell Telephone Company 
Jam Handy 
2821 E. Grand Boulevard 
Detroit 11, Michigan 
*Library series Young America Films 
a. The Book 
b .. The Dictionary., Part I 
c. The Dictionary, Part II 
d. The Encyclopedia 
e. The Dewey Decimal System 
f. The Card Catalog 
*Stamps and How They Are Made National Film Board of Canada 
1270 Avenue. of the Americas 
New York 20, New York 
*Alexander Graham Bell 
*Western Union 
Century of Progress 
The Mail Man 
Pictorial Events 
597 Fifth Avenue 
New York 17, New York 
Pictorial Events 
British Information Service 
JO Rockefeller Plaza 
New York 20, New York 
Encyclopedia Britannica Films, Inc. 
Pamphlets1 
*Communication Instructor Magazine 
Owen Publishing Company 
Dansville, New York 
*Pioneering 1n Communication Charles E. Merrill Company 
Columbus, Ohio 
lAsterisks appear before the pamphlets read by the 
writer. 
Title 
* The Telegraph and Telephone 
*carrying the Mail 
*Post Office Department 
Domestic Postage Rates and 
Postal Information 
Producer QC Distributor 
-
Charles E. Merrill Company 
-· 
James Gray, Inc . 
48th Street_ 
New York 17, New York 
Assistant Postmaster General 
P . o. Department 
Special Assistant for Public Relations 
12th and Pennsylvania Ave., N. w. 
Washington 25, D. c. 
*Letter Writer's Guide Educational Research Bureau 
1217 13th Street, N. w. 
Washington 5, D. c. 
*united States Postal Service Educational Research Bureau 
*The Telephone in America 
*The Magic of Communication 
*Alexander Graham Bell 
*The Voice with a Smile 
*You and Your Telephone 
*The Telephone and How We 
Use It 
*How Does it Work? 
*The Story of Western Union 
*Your Newspaper 
Local Bell Telephone Company 
Local Bell Telephone Company 
Local Bell Telephone Company 
Local Bell Telephone Company 
Local Bell Telephone Company 
Local Bell Telephone Company 
Western Electric Corporation 
195 Broadway 
New York 7, New York 
Local Western Union Telegraph Company 
Educational Research Bureau 
Gentlemenz 
APPENDIX B1 
St. Mary's School 
60 Clark Street 
Auburn, New York 
October 14, 1953 
At the present time, I am interested in selecting 
representative audio-visual aids which may be integrated 
into a unit on communication. This unit is taught 1n a 
course in introduction to business in the ninth grade. 
In this study, I intend to include the following 
information: 
1. What aids are available for the teaching of 
communication on the ninth-grade level? 
2. How may these aids be integrated into a unit 
on communication in a course 1n introduction 
to business? 
3. Where may these aids be procured, and what is 
the cost of the aids? 
4. A description of the aids. 
The items I plan to evaluate are films, filmstrips, 
booklets, pamphlets, pictures, and models. 
Any catalogs, descriptive materials, or suggestions 
on communication which you have to offer will be greatly 
appreciated. Each item you send will be carefully 
evaluated, and if judged appropriate will be included in 
the unit. 
The name and address of your concern will be given 
credit for any materials you submit which are used in 
this study, which is being made in partial fulfillment 
of the requirements for a master's degree in the 
Department of Education at Boston University. 
"· 
Thank you for your kind cooperation. 
Sincerely yours, 
Sister Anne Mary, S.S.J. 
1First letter sent out requesting audio-visual aids. 
Gentlemen: 
20 Cllar lesgate W ~ 1 
Boston 15, Massachusetts 
July Z7, 1954 
For some time I have been working on a plan to integrate audio. 
visual aids into a unit on communication in Introduction to Business. 
The study is nearing completion but there are a few more specific aida, 
which I :t'eel would add much to the utility of the unit. 
I believe that you either produce or distribute the following aids: 
Would it be possible for me to have e. copy or each, in order tba.t I 
ma.;r give it a fair evaluation? The name fU1d address of your eoneern 
will be given proper credit for any materials you submit, vhich are used 
in thie etudy. 
Thank you very much for your kind coo~ration a~ interest in the field 
of education. 
Sincerely yours, 
Sister Anne Mary 
1 Copy of letter requesting audio-visual aids 
Gentlemen: 
At the present time I am working on my thesis in business education at 
Boston University, The project consists of integrating and evaluating 
audio-visual aids that can be used in a unit on communication in 
General Business. This is taught on the ninth-grade level. 
As the project follows the New York State Syllabus for that subject, the 
results should be valuable not only to me but to all teachers of General 
Business in that area. For that r eason, I am interested in giving an 
accurate and fair review of the filmstrips, many of which are listed in 
the Wilson's Filmstrip~ for 1954. I believe you have the following 
filmstrips: 
Would it be possible to preview them? If I think they have a plaae in the 
unit outline as set up, I shall incorporate them among the recommended 
visual aids. I shall include the name and address of your organization from 
which these visual aids may be procured. I am also interested in knowing 
the eost of these filmstrips •• 
Thank you for any help you feel you may give in this matter. 
S inoere ly yours, 
Sister Anne Mary 
1copy of letter sent out October, 1954 requesting 
filmstrips. 
